FORM PRINTING SPECIFICATIONS 
f 


MARGINS “ 


Lise 


g’, iu 
PRINT Td i 5 
GRAIN 


witk 


FORM MUST REGISTER 
KACTLY IN SETS OF 


Y a PARTS 
SETS 
SHEETS SETS TO A PAD, PADDED On 


SHEETS/SETS TO A BOOK, BOUND ON 


Co ae. 


(od ous Ors, 


f) HEAD 
TO HEAD 


NOTE: Do not, epecity grain unless 


FORM MUST REGISTER 
EXACTLY WITH FORM NO. 


RP-35_ 


ART RE- 
with 


DO NOT MUMBER 
ABOVE 
INCH TOP/LEFT, SITH CHIPBOARD BACKING 


inCH «6TOP/LEFT., 


[ leorrom 


[~ leottom 


RAY MARIEN, Forms & Procedures Manager, 
Olin Mathieson Chemical Corp., New York 


O PRINTING BUYER can be ex- 

pected to purchase printing prop- 
erly unless he is furnished with a 
complete set of specifications. A mere 
copy of the needed form is not enough. 
All too often, however, that is about 
all the printing buyer receives with the 
requisition for purchase—a copy or two 
of the form, sometimes only a rough 
sketch. Later, when a forms control 


program is installed and the gross over- 
expenditures for printed forms comes 
to light, the printing buyer usually gets 
more blame than anyone else. 

He should not be the scapegoat. 
Equipped with nothing but form sam- 
ples or sketches, and too hurried to 
work out some sort of specifications, he 
leayes that vital matter up to the sales- 
man. The result may be needlessly ex- 
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SHEETS OF PENCIL CARBON PER 
BOUND AND PERFORATED FOR 





NEW! 
THE SMITH-CORONA 


SECRETARIAL 
BRINGS YOU 
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accelerator action 


Le 


tT 


a 2 
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Test and discover the lighter touch 
and livelier action that means more 
typing speed, greater typing ease! 


More typing freedom, more typing speed on 
the new Smith-Corona Secretarial Typewriter! 
New Speed Booster accelerates every stroke 
with less typing effort, makes the keyboard 
come alive — actually gives greater typing ease. 

And Smith-Corona’s Accelerator Action also 
brings you a marked improvement in typing 


© 








THE NEW Smith-Cor OMN4@ secretariat 


ete, 





quality! Each chardcter prints the same clear, 

crisp impression — gives a uniform, professional 

appearance to every page of every typing job. 
Call your Smith-Corona representative for a 

demonstration today! 

LOOK AT THESE 


Clean, Modern 
Colors ¢ 
Tab Clear 


EXCITING SECRETARIAL FEATURES! 


Appearance * Seven Decorator 
Rugged Construction « Exclusive Total 

Lever ¢ Exclusive Half Space Key 
Instant-Set Margins * Exclusive Page Gage. The 
new Secretarial is available in fabric and carbon 
ribbon models, in a complete range of type styles 
and carriage widths. 











For faster microfilming... 
quicker reference 


The Recordak Reliant Microfilmer’s 
automatic feeder and Kodamatic In- 
dexing feature speed office routines! 
Save time microfilming! Precision 
feeder handles up to 400 items per minute 
... makes it all but impossible to “double 
feed” documents and miss pictures. 
Important, too—Kodamatic Indexing 
lets you code your records automatically 
right on the film. Just dial correct code 
number before you feed batch of items 
into Reliant. ’ 
Save time viewing records! Unique 
code lines—recorded on film between doc- 
ument images—are easy to follow against 
a numbered scale on screen of fiim reader. 


SRECORDEK 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming 
—now in its 3lst year 


These lines lead you right to pictures you 
want! Take hunt and peck out of film 
reference. 

Versatility, too! The Reliant can en- 
dorse checks automatically during micro- 
filming run. Gives choice of 3 reduction 
ratios, 3 recording methods. Will expose 2 
rolls of film simultaneously, one for refer- 
ence, the other for security file. 

Mail coupon for details. No obligation. 

**Recordak”’ is a trademark 
* «+++ MAIL COUPON TODAY 
RECORDAK CORPORATION 
415 Madison Avenue, New York 17, N. Y. 


Gentlemen: Send me folder on new Recordak 
Reliant with Kodamatic Indexing. G@G-3 


Name 





Company 





Street 





City 





eoeeeveeeeee 
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FLEXOLINE CODING 
speeds the availability of 
source material for 


AUTOMATION 


ACME FLEXOLINE CODE LISTINGS provide the 
key cross reference information which speeds the input 
deta thot f i chi: For ledger, 
product ond customer identification, costs ond every 
other p dure that depends on coding, Flexoline is 
the fastest and most efficient reference system. It permits 
the operators to accomplish more with less effort, and 
i the producti of the over-all operation. 











Electronic machines produce punched cords 
ond topes at astounding speed. Once punched 
many become permanent records to be vsed 
over and over ogain. Acme Visible Records and 
equipment provide for filing and fast finding, 
with SEEABLE indexing that speeds handling 
of this material to keep pace with machines. 


eli 
JMET ah 


uf | 


DESK STANDS ROTARIES FLOOR STANDS CARD HOt 


ACME VISIBLE RECORDS, INC.., Crozet, Virginia 
Acme makes the most complete line of visible record We ore interested in filing 
equipment in the world. Let us show you how to save [1] Tepes (approx. length) _._. 9-359 
time, labor and money with an Acme Visible Record () Edge-punched cords "Approx. number 
System designed to meet your specific requirements (1) LBM. Cords of records) 

[_] Hove representative call, Dote___Time____.. 





ACME VISIBLE RECORDS, INC. 


Crozet, Virginia 


District Offices and Representatives in Principal Cities 
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What Can You Do About Rush Jobs? ; 
You will get help—not just sympathy—for this recurring office headache 
when you present a complete plan for remedying the situation. 
RICHARD W. PAGE 
Machine Copy of Order Is Used as Worksheet 
A copying machine eliminates tedious hand copying of orders and pertinent 
customer data which salesmen usually fail to fill out. JOSEPH LAZZER 
Reports Raise Newsstand Sales 
With hundreds of publications crow wding the nation’s newsstands, accu- 
rate up-to-date reports are required to meet shifting public demand. 
Timeclocks Have Some Unusual Uses 
Hours worked are not the only kind of records that timec locks a are keeping. 
You'll find them in homes, restaurants, prisons and other unusual places. 
Now Management Gets Its Cost Data Faster 
Manual key punching and verification are eliminated and management gets 
accurate data faster after integration of regular machines. 
How the Office Manager Can Improve His Status 
You may not agree with the author's answer, but at least it’s £ step in | the 
right direction for those who can do it. . I. KEELAN 
Planning for Sound Salary Administration 
A haphazard salary program frequently ‘indicates that an organization is 
producing much less than it should be. ROGER V. WING 
Beware of Routingitis 
You know it’s an expensive, time-wasting malady, but what are you doing 
about it? FREDERICK C, ALLGEIER 
OMAC Seminar and Business Show in Chicago, March 23-26 
Should Office Space Allowance Be Liberal or Economical? 
How much space should be allotted to each office worker? The answer 
depends on several factors, and whether you are renting or building. 
KENNETH H. nnn 
A Psychiatrist Prescribes for the Executive 
As an executive, you have obligations to your company, your family, your 
friends, and your community. An emotional check-up will indicate how 
well you are meeting these obligations. Dr. WILLIAM C. MENNINGER 
Statement Forms Set Saves Time in Small Offices : 
Cenco’s Order Processing System 
Automation permits fewer employees to do a better job, in less time, even 
though volume is 50% higher. PHIL HirscH 
How to Buy Business Forms ... 
Practical advice for the printing buyer who has the difficult job of working 
in a field where every order is a custom order. RAY MARIEN 
What Enclosure? 


THE OFFICE Product Index 7 New Products 

Letters 42 Literature from the Manufacturers 

New Books 45 News of the Office 

Camera! 59 News of the Industry 

Automatic Systems 103 National Conference & Exhibit Calendar 
Right or Wrong in Employee Relations 153 As We See It 
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160 
236 
246 
252 
273 
276 
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TRY THE a 


PENCIL F 





and discover 3 Good Business 

Reasons Why GENERAL'S New 
S| iH 
— SAVE iL iC 
Lanolin Lead Office Pencil 
MUST SAVE YOU MONEY! 


aes 





a: 


1. Superb Writing Ease! SEMI-HEX with 
special Lanolin Process Lead won’t scratch, 
stick — even on cardboard! Just glides along 
with a strong dark line. Helps prevent writ- 
er’s cramp, finger stiffness— keeps office 
efficiency at its peak! 

2. Stronger, Longer-Lasting Points! Exclu- 
sive “Carbo-Weld” makes SEMI-HEX point 
virtually “‘Break-proof.’’ No office time 
wasted sharpening and re-sharpening pen- 
cils. 

3B. Guaranteed Longer- Wearing! Outlasts, 
outwrites and outperforms any other office 
pencil. Stocks last long time — keep inven- 
tory down! 

Available in 5 degrees: 1, 2, 2-2/4, 3 and 4. 
See Your Local Dealer Now — Or Write On 
Company Letterhead for FREE SAMPLES. 


ENERAL 


PENCIL COMPANY 





69 FLEET STREET, JERSEY CITY 6, N. J. 
For More Information Circle No. 442 





William Schulhof, Publisher 
William R. Schulhof, Editor 


James Gorman, Managing Editor 


* 
ADVERTISING OFFICES: 


New York: Office Publications, Inc., 232 Madison 
Ave., New York 16, N.Y. LExington 2-2245 


lilinois & Wisconsin: Fred E. Zindler, 20 N. Wacker 
Drive, Chicago 6, illinois. ANdover 3-2668 


Ohio, Indiana, Michigan: Phelps Pratt, Orwell (Ash- 
tabula County), Ohio. Orwell 265 


California: Douglas C. Lance, 1948 Highland Oaks 
Drive, Arcadia, Calif. Elgin 5-6769 


Direct inquiries from other areas to 
New York office. 


* 


Subscriptions: one year $3; two years $5 to U.S. & 
Possessions. Foreign: one year $4; two years $6. 
35¢ a copy. 


* 


Tue Orrice is published the first of every month 
by Office Publications, Inc., 232 Madison Ave., New 
York 16, N. ¥Y. LExington 2-2245. Cables: Wilhof, 
New York. Accepted as controlled circulation pub- 
lication at East Stroudsburg, Pa. Printed in U.S.A. 
®Office Publications, Inc. Entire contents 
©Copyright 1959, Office Publications, Inc. All 
Rights Reserved. Founded 1935. 


Also publishers of: 
La OFICINA (Spanish language annual) 
OFFICE EQUIPMENT EXPORTER (annual) 
The CANADIAN OFFICE (published monthly 
in Canada) 
Member of: 
NBPD National Business Publications, Inc. 


Business Publications Audit of Circulation, Inc. 984 a\ 
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Copy 
from 
microfilm 
in seconds... 
automatically 





Just touch the button on your 
“Thermo-Fax” Microfilm Reader-Printer 


ADD FLEXIBILITY to your microfilm operations. Use the machine that’s 
both a reader and printer—yet costs little more than a good reader alone! 
You simply touch the button on your ‘““Thermo-Fax’”’ Microfilm Reader- 
Printer—seconds ‘later you get a work-size, error-free enlargement. With 
whatever filing system you’re using 
—16mm or 35mm film on reels, in 
jackets or filing cards—this com- 
bination machine works with speed 
and accuracy to give new life to 

your microfilm. 


PICK the film you wantto. PUSH the button. Seconds For a convincing demonstration 
copy. Dial it in on the big, later you get a clear en- ‘ . ‘ 


bright reader screen. largement... automatically! mail the coupon now. 


‘Tiiwnesora Miinine AND Manvracturine COMPANY’’*: 


- WHERE RESEARCH IS THE KEY TO TOMORROW 


Minnesota Mining and Manufacturing Company 
Dept. RP-39, St. Paul 6, Minnesota 


Name 

Company 

Address 

City Zone State 
ISA REGISTERED TRADEMARK OF MINNESOTA MINING AND MANUFACTURING COMPANY 


eevee eeeee . eee ee eee eee eeeeeeeee 
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Tue Orrice—March, 1959 





Today's most practical 
approach to data processing 


Up-to-the-minute control of costs, 
inventory, payroll, order and sales 
analysis etc. Now you can get that 
control without great cost or com- 
plexity—with the easy-to-use ma- 
chines of the new Automatic Key- 
sort System. 


Automatic Keysort is today’s only 
data processing system that pro- 
vides for automatic creation and 
processing of original records. 
Speeding vital day-to-day and 
long-range facts essential to sound 
management, this unique system 
fits easily into your present opera- 
tions . . . is highly flexible to future 
growth and expansion. 


With the Automatic Keysort Sys- 
tem businesses and service organi- 
zations of every size can now enjoy 
fast, accurate data processing on 
either a centralized or decentral- 
ized basis. Without restrictive, 
complex procedures. Without spe- 
cialized personnel. And at remark- 
ably low cost. 


Your nearby Royal McBee Repre- 
sentative will be glad to arrange 
a demonstration. Phone him, or 
write us for brochure S-500. Royal 
McBee Corporation, Data Process- 
ing Division, Port Chester, N. Y. 
In Canada: The McBee Company, 
Ltd., 179 Bartley Dr., Toronto 16. 


Keysort Data Punch 
simultaneously codes 
and imprints original 
records with required in- 
formation for rapid me- 
chanical sorting into de- 
sired classifications. 


Keysort Tabulating Punch 
automatically code- 
punches quantities and 
amounts as a by-product 
of establishing control 
totals, automatically tab- 
ulates these proven rec- 
ords after Keysorting. 


Results are summar- 
ized direct from orig- 
inal records to Unit 
Analysis reports for 
greatest accuracy. 
Management gets the 
comparative informa- 
tion it needs on time. 


K FYS 0 RT ROYAL MSBEE - dala processing division 
NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
SYSTEM For More Information Circle No, 444 








* 
«Cf PRODUCT INDEX 


This index, prepared for your convenience, lists the products and services adver- 

tised in this issue. Refer to pages listed for information on each. Further details 

can be had by writing manufacturer direct, or by use of reader inquiry card. 

All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements. 


PRODUCT 


ACCOUNTING BOARDS 


Narco .. 186 
Post-Rite . . 212i 


PAGE 


ACCOUNTING MACHINES 


Audit ... 
President 


ACCOUNTING SUPPLIES 
Accountants’ Supply House .. 


ADDING MACHINES 


ne OEE 
Comptograph 
Electrosumma 
General 

Regna .. 
Unistroke 


ADDRESSING EQUIPMENT 
A-dress-R 

Quik-Stripper 

Rena 

Scriptomatic 

Speed-O-Print 

Zip-O-Riter 


APTITUDE TESTS 
Aptitests 


BALLPENS 


All-Rite . 
Diplomat 
Ink-Stik 
Koh-I-Ball 
Silhouette . 
Sure-Rite 
Venus .. 


BINDERS 

Cesco 

Master 

BINDING, PLASTIC 


Plastico .. 
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PRODUCT 


BOOKCASES 
Borroughs 


BOOK RACKS 
Rol-Rack .. 


BLUEPRINT FILES 
Confidential 


BRIEF CASES 
Stebco 


BUSINESS CARDS 


CABINETS 
Borroughs 


CALCULATORS 


Divisumma . 
Marchant 
Monro-Matic 
Odhner 

Plus Diehl 
Plus-O-Matic 
Totalia 
Victor 


CAMERAS 


Sharpshooter 


CARBON COPY SETS 


Copysette 
Duplisette 
Letterex 

Rogersnap 


CARBON PAPER 


Beautyrite 
Colonial 
Flagship 
Plastisol 
Roytronic 


CARBONIZING TISSUE 


Schweitzer 


PAGE 


48 


26 


259 


155 


220 
37 


PRODUCT 
CARBONLESS PAPER 
NCR pieces 
CASH REGISTER PARTS 


Cashere 


CATALOG FILES 
Master 


CERTIFICATE BLANKS 


CHAIR MATS 


Floor Show .. 
Maso 


CHAIRS 


Bevco 
Clarin 
Samsonite 


CHECKSIGNERS 
Ajax 
CHECKWRITERS 


44 CLOTHES RACKS 


Bevco 
Decorator 


COIN CHANGERS 


COLLATORS 


Col-A-Tron 
Collamatic 
Thomas . 


COLUMNAR SHEETS 
National Manifolding 
CONTROL BOARDS 


Boardmaster : 
Maggie Magnetic 
COPYHOLDERS 


Lindicator 
Rite-Line 





PRODUCT 


COPYING MACHINES 
Copyflex 
Copyflo 

A. B. Dick 
Kenro 
Miller-Trojan 
Photostat 
Plenacopy 
PolyCopier 
Thermo-Fax 
Transcopy 
Verifax 


CORNER ROUNDERS 
Lassco 
Pioneer 


COUNTER-IMPRINTER 


Tickometer 


DATA PROCESSING, Automatic 


Friden 149 
Keysort 6 
Mac Panel 
Ormig 
Systematics 
Teletype 


DATING MACHINES 


136 
115 
114 

97 


257 
264 
230 

20 


Powermark 
Roberts 


DECIMAL CHART 
Alvin 


DESKS 


Bentson 
Clutter-Proof 
H-O-N 


259 


Rotor-File 

DESK SIGNS 

Plastic Letter 
DESK-SLIDE COVER 
Viso-Deskplates 

DESK TOP CLEANER 
Gumption 

DICTATING MACHINES 
Minifon 

Norelco 


SoundScriber 
Time-Master 


DRAFTING EQUIPMENT 
Alvin 

DRAIN PIPE CLEANER 
Miller 

DUPLICATING SUPPLIES 
Allied . 

Black-O-Graph 


Colonial 
Miraclean 


PRODUCT 


DUPLICATORS, OFFSET 
Dav-A-Matic 

A. B. Dick 

Photostat 


DUPLICATORS, SPIRIT 
Conqueror 
Copy-rite 
Ditto .. 
Master . 
Ormig 


Inner Back Cover 
20 


15 


DUPLICATORS, STENCIL 
BDC Rex Rotary . 


ELECTRIC MOTORS 
Lamb . 


167 


257 


ELECTRIC OVERFLOOR CORDS 
Electriduct 263 


ENVELOPES 
Columbian 
Outlook 
ERASERS 


EraserStik 
Graypoint 


EXHIBITS, SHOWS 


Hanover Fair 
NOFA .. 


22 
240 


OMAC 73 


EXPENSE ACCOUNT SYSTEMS 


Common Sense 
Traveletter . 


45 
43 


FILES 
Acme Visible 
Atlas 
Catalog 
Convoy 
Estey 

O-N 


Rotor-File 
Scott-Rice 
Spacefinder 
FILING SUPPLIES 


Acco 

Aico 

Barkley Tabs 
Graffco 
Opnwindo Tabs 
Smead 

FLOOR MATS 


Hygienic 


FOLDING MACHINES 


Fold-O-Matic 
Pitney-Bowes 


64 Keysort 


PRODUCT 


FORMS 


Baltimore 
Clarkson 
Continuous 
Cromwell 
Essex .. 
International 
Kopy-Flo 
Modern .. 


7 Moore 


Ready-Rite 
Readysets 

Reynolds & Reynolds 
Rogersnap 
Stevenson & Smith 
Systemat 


FORMS HOLDERS 
Saunders 


GLASS DESK TOPS 
Tru-Site 

GLUE 

UHU . 


INSERTING MACHINES 


Phillipsburg 
Pitney-Bowes 


KEY CONTROL 
Telkee 


KEY PUNCH CORRECTION 
Brady ... i 


KNIVES 


Grifhold 
X-acto 


LABEL HOLDERS 


Hol-Dex 
Kolor-Klip 


LADDERS 

Cotterman ' 
MACHINE CONTROL PANELS 
Mac Panel 

MACHINES, REBUILT 
International 

MACHINE STANDS 


Luxco 
Tiffany 


MACHINE TIMERS 

TR-T 

MAIL CART 

Mail-Kwik 

MAIL SCALES 

Pitney-Bowes 

MARGINAL PUNCHED CARDS 
E-Z Sort 


232 


136 


245 


6 
Stevenson & Smith 45 
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RALSTON PURINA COMPANY 


“SERVING ANIMAL AGRICULTURE WITH PURINA CHOWS,” 


““NCR PAPER saves its entire yearly cost every 


six months by reducing operating expenses.”’ 


— RALSTON P' 


A lea 


URINA COMPANY, St. Louis, Mo 
dir 


3 producer of feeds.” 


All this saves 


nd expedites our paper 


% OS Oo Unit 
18 different t 
prefer the cleanli 


often more than for forms with carb: the ad A our employees 


ages 


pS, any increase in price returns its yea 


ste NCR Paper 


Our office efficiency is impr suse very six months in reduced operating expenses 
with these 18 forms cart 

We do not have to insert « 

take the time to collate origir 


NCR Paper forms are made s 


ASK YOUR FORMS SUPPLIER ABOUT NCR PAPER 


ANOTHER PRODUCT OF 
THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 
1,039 OFFICES IN 121 COUNTRIES © 75 YEARS OF HELPING BUSINESS SAVE MONEY 





RALSTON PURINA COMPANY 
saves time and money with 
these NCR Paper forms 


Voucher Checks 

Voucher Registers 
Statements 

Invoices 

Purchase Orders 

Bills of Lading 
Remittance Advices 
Purchased Stock 

Payroll Checks 

Payroll Journal 

Payroll Earnings Records 
Analysis Report 
Shipping Instructions 
Advertising Request 
Selling Plan Report 
Re-order Notice 
Material Requisition 
Soybean Analysis Report 








For More Information Circle No. 221 


THe Orrice—March, 1959 





PRODUCT 


MICROFILM EQUIPMENT 


Photostat 
Recordak 
Thermo-Fax 


NUMBERING MACHINES 


American 
Ajax 
Columbia 
ENM .. 
Numbermatic 
Powermark 


OFFSET E 
(Also see 


Atlas 
Copyflo 
Kenro 
Miller-Trojan 
Mim-E-O 
NuArc 


UIPMENT 
uvlicators, Offset) 


OFFSET SUPPLIES 
Alum-O-Lith 
Mercury 
Repli-master 
Sadolins 

Systemat 

Tri-Mol 

PAPER CUTTERS, TRIMMERS 
Kutrimmer 

Premier 

PAPER DRILLS 
Pioneer 

Spinnit 

PAPER FASTENER 


Paper Welder 42 


PAPER HANDLING COMPOUND 
Sortkwik 194 
Tacky Finger 261 
PAPER JOGGERS 

Syntron 


PAPER SHREDDERS 


Silver-Executive 
Shredmaster 


PAPERS, CARBONLESS 
NCR 


PAPERS, DUPLICATING 


Atlantic 
Cooper's Cave 
Mackinac 
Springhill 


PAPERS, LETTERHEAD 
Atlantic Bond 
Cooper's Cave 
Mackinac Bond 

Parsons 

Springhill Bond 


10 


PRODUCT 


PAPERS, TRANSLUCENT 
Patapar 


PARTITIONS 
eee 


PENCIL SHARPENERS 
Boston 250 


PENCIL SHARPENER, ELECTRIC 
Electro Pointer 74 


PENCILS 
Semi-Hex 
Ticonderoga 


PHOTOCOPIERS 
(See Copying Machines) 


PHOTO-SLIDE SORTER 
Slide-Sorter ... 
PLASTIC LAMINATION 
Plain-Vu 

POSTAGE METERS 
Pitney-Bowes . 


POSTING EQUIPMENT 


Narco 
PEC-Matic 


PUBLICATIONS 


Peter Basten . 
La Oficina . 270 
Systemation 214 


PUNCHED CARD CORRECTION 
Brady ..... 222 


RIBBONS, 


Duralon 
Markes 


RUBBERSTAMP PRESS 
Eva-Press 
SAFES 


Meilink 
Schwab 


SEMINAR 
OMAC 


SORTERS 


Sort-All .. 
Sort-O-File 


SOUND CONTROL 
Acoustinet 

STAPLERS, ELECTRIC 
Staplex 

STUDY COURSES 
Business Electronics 


TABLE TOPS 


Johnson . 


192 


186 
198 


272 


INKED 


75 
145 


158 


PRODUCT 

TAPES, MENDING 

Scotch Magic ... 

TAPES, SELF-ADHESIVE 
Scotch 

TAPE-TO-CARD CONVERTER 
Systematics 


TELEPHONE NOISE CONTROL 
Hush-A-Phone 
TELETYPEWRITERS 

Teletype 

TEMPORARY HELP 

Manpower 

TIME RECORDERS 

Ajax 


Paymaster 
Roberts 


TYING MACHINES 

Pak-Tyer 242 
TYPE COMPOSING MACHINES 
237 


138 


114 


42 


Vari-Typer 

TYPEWRITER JUSTIFIER 
Marginator 224 
TYPEWRITER PARTS, SUPPLIES 


266 
235 


Dreusicke 
Futuristic Platens 


TYPEWRITERS, ELECTRIC 


Lexikon 


TYPEWRITERS, PORTABLE 


Cole .. 
Lettera 
Olympia 
Studio 


TYPEWRITERS, PUNCHED TAPE 


Flexowriter 149 


TYPEWRITERS, STANDARD 


Facit 
Lexikon 
Olympia 
Royal 
Secretarial 
VisOmatic 


VISUAL AIDS 


Arlington 
Oravisual 


WASTEBASKETS 

Rubbermaid 

XEROGRAPHIC EQUIPMENT 
Kenro 


Miller-Trojan 
Xerox 


Outer Back Cover 
Inner Front Cover 
57 


225 
148 


199 
226 
135 
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Temper, temper! 


“Fresh out of stamps again — 
and these bulletins have to go out 


tonight! Now I gotta rush down to 
the postoffice, stand in line, lick and 
stick every blasted stamp—and keep 
my date waiting. This is 1'—tomor- 
row we get a postage meter, or...” 


* With a postage meter you never 
run out of stamps. You print postage, 
as needed, directly on the envelope 
with dated postmark—and your own 
small ad, if you like. 

¢ A meter protects postage from loss, 
damage, misuse; does its own account- 
ing; provides company-wide postage 
control—more important than ever 
with postage rates up 334%4%. 


PITNEY-BOWES 


Offices in 121 cities in U.S. and Canada. 


* Postage can be “dialed” for any 
class of mail—even parcel post. Meter 
moistens envelopes for sealing, too! 
® Your metered mail can be handled 
faster in the postoffice. Saves time, 
money, postage—and temper! 

° Today, any small office or branch 
can have a postage meter—(the little 
DM desk model is shown below). No 
minimum mail volume is required. 
Anyone can easily use it. One out of 
3 users spends less than $1 postage a 
day. Electric models for larger mailers. 
Call the nearest PB office, or send 
coupon for free illustrated booklet. 


FREE: Handy desk or wall chart of postal 
rates with parcel post map and zone finder. 


| 


gph 
it iA 04: 


fr /vOUR 
4 AD 
Y HERE 
Ve 


PITNEY-BowEs, INC. 
3464 Pacific St., Stamford, Conn. 


Send free booklet 1 Postal Rate Chart (to 


| = 





Address 
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What Can You 
Do About 


RUSH 


Jobs 
9) 


OR EVERY ACTION there is a 
ee. This is one of the basic 
laws of physics. It is equally true of 
office operations. People do not work 
like this: 





Instead, they tend to work in peaks 
and valleys like this: 


AVERAGE OUTPUT 





Se 2% 
— 


The effect of supervision is primarily 
to control the extremes of the output 
swings and thereby control the average 
output. 

In a production unit that is well su- 
pervised, it is possible to get maximum 
performance in response to an emer- 
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gency. However, it is not possible to 
get maximum performance constantly, 
no matter what the emergency or how 
well the group is supervised. Pictorial- 
ly, our well supervised group’s normal 
response to a real rush job would look 
like this: 


CRISIS OUTPUT 


NORMAL NORMAL 








OUTPUT OUTPUT 


2 
co) 
fe) 
4 
t 


or possibly this: 
CRISIS 





NORMAL NORMAL 








NMOQL31 
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RICHARD W. PAGE, Director of Administrative Services, 


However, because of the normal re- 
action to crisis performance, it is im- 





possible to eliminate completely the let- 
down that naturally follows. The su- 
pervisor must learn to live with these 
letdowns after real peak performance. 

Let’s look at the old office bugaboo 
of “too many emergencies.” Many su- 
pervisors think this is what is happen- 
ing: 


MAXIMUM 





PERFORMANCE 


AVERAGE 


PERFORMANCE 


But, more likely, this is what is 


happening: 


MAXIMUM 





LESS THAN MAXIMUM OUTPUT 
- AVERAGE 


LESS THAN NORMAL OUTPUT 


Over a period of time, constant 
emergencies will not only tend to re- 
duce the performance level reached in 
each case, but will even have a dampen- 
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H. B. Maynard & Co., Pittsburgh 


ing effect so that the result looks like 
this: 


—-——.-~ MAXIMUM PERFORMANCE 


« ALL PERFORMANCE 
EMERGENCY OR NOT 


Actually, your people will become 
crisis-saturated and nothing will seem 
to them to be a legitimate emergency. 
Do not forget the fable of the shepherd 
who cried “wolf” too often. The towns- 
people got tired of running out at his 
false alarms and did not show up when 
there was a real emergency. Constant 
emergencies indicate that the operation 
is either undermanned or underman- 


ged. 


If all this is true, how can the super- 
visor best manage his emergencies so 
that he has the best possible average 
output? After all, there are a great 
Many offices where they have to live 
‘with frequent rush jobs due to the 


nature of their business. Is there any- 
thing that these supervisors can do to 
help? 

There are many ways for a super- 
visor to take some of the misery out of 
too many crises. Taking your problem 
to management is not the first thing to 
do. Be sure that you are doing the 
best possible job of managing that you 
can do before taking your problem 
higher up. 

It might be of value, at this point, to 
stand aside and take a hard and critical 
look at the job you are doing as a 
supervisor in each of the following 
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areas. These are the things that can 
be done to diminish the effect of emer- 
gencies in your operation. 

Manage your 
emergencies. Don't let rush jobs stam- 
pede you to the point where you cannot 
do a good planning job. Taking time to 
plan the job will save time in the end 
and almost always result in a better 
job. If you wanted to run a four- 
minute mile, you wouldn’t start out by 
trying to run the first quarter in 30 
seconds. 

Frenzied activity is not necessarily 
an indication of top production. It may 
look impressive, but it is not likely to 
yield maximum effectiveness. Shake- 
speare described it as “Full of sound 
and fury, signifying nothing.” 

The office supervisor has a major 
contribution to make in getting out a 
rush job. He has certain decisions to 
make which will materially affect the 
time required to do the job. He must 
decide how the job should be done. 
He has to assign the people and equip- 
ment necessary for best production. 
Based on his preliminary planning, he 
must schedule the job so that he can 
best overlap operations to reduce the 
overall time required; decide at what 
point during operation one he can 
start operation two. Finally, he has to 
coordinate the job and keep it on 
schedule. How well he does these 
things will determine how quickly the 
job can be accomplished. 

It is important to remember that the 
way your staff reacts to emergencies is 
probably a reflection of the way you 
react. If you remain calm, avoid panic- 
ing and do the managing necessary, you 
will find both you and your staff are 
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more effective in all your work. 


re : Pie nanyae 
Do not ie on ne same people all the 


time for rush jobs if you can avoid it. 
Although you may have a best pro- 
ducer, a second best producer, and so 
on, do not assign your best producer 
to every rush job. If he or she gets 
crisis-saturated, they may not be as 
productive as your second best would 
be. You have to stimulate people to 
get them to respond, and it is easier to 
get three different people to respond 
once a day than it is to get one person 
to respond three times a day. 

T EMERGENCIES. You 
cannot have constant emergencies be- 
cause then they stop being emergencies. 
It is up to the office manager to staff 
at a level that eliminates constant emer- 
gencies. Reserve the requests for ex- 
traordinary effort for real emergencies. 

I remember visiting a job machine 
shop where they were using a yellow 
job tag for routing the job through the 
shop. The owner came up with the in- 
spiration that they would use a red job 
tag for the rush jobs. Six months later 
it was hard to find a yellow tag in the 
shop — everything was “rush.” They, 
obviously, were not getting maximum 
effort on every job, but they had suc- 
ceeded in diminishing the importance 
of any legitimate rush job they did 
have. 


the 


LA ddd LO. 
office manager must serve as the buffer 
between the people making the de- 
mands (your customers, as it were) 
and the people who have to respond 


Frequently, 


to them. If you have convinced your 
customers that you will always give 
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them the best possible service, they 
will be more reasonable in their de- 
mands. However, be certain they do 
not have the idea that, unless they 
specify a job as “rush,” they just won’t 
get it at all. Sometimes, the reason that 
people put a “rush” label on a job is 
because the office manager has told 
them too frequently in the past that, 
“It cannot be done.” 

You have an education job to do in 
this area. Your customers may not 
realize the problems they create. They 
may be making specifications that 


make the job unnecessarily difficult or 
expensive. It is up to you to let them 
know about it. If you explain how they 
can help you to serve them better, you 
will probably find they are willing to 
cooperate. 


5. MAINTAI OOD _ STAR 
. Everyone is aware 0 


the need for the supervisor to maintain 
a good relationship with his staff. This 
is particularly important in an opera- 
tion where he frequently has to mo- 
tivate people to respond to emergen- 
cies. In addition to the normal require- 
ments for good staff relationships, such 
as equitable wages, fair treatment of 
employees, pleasant working condi- 
tions, and the like, there is one point 
that is not often mentioned. It is not 
enough to maintain just a good formal 
relationship; there is even more poten- 
tial in maintaining as friendly a rela- 
tionship as possible. Basically, it can 
be summed up as follows: 

a. People will do x amount of work 
because they have to. 

b. People will do x + y amount of 
work because they like their job and 
feel that they are being treated fairly 
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and equitably by management. 

c. People will dox + y + z amount 
of work because they actually like their 
supervisor and are willing to help him 
personally in an emergency. 

Naturally, every supervisor is not 
completely comfortable with an infor- 
mal relationship. He would be extremely 
unwise to adopt an informal atmos- 
phere. But before he decides to adopt 
a formal attitude, he must be willing 
to forego the z factor of performance. 
This is the extra production that is 
available if he can live comfortably 
under that relationship. ; 

An interesting case in point happened 
three years ago in an office where the 
latest the office staff had ever worked 
on a rush job was 10 or 10:30 at night. 
On one job the entire staff stayed until 
3:30 a.m. to finish up a job. Why? 
Not for the overtime pay, but simply 
because the man that needed the work 
was extremely well liked, and in a jam, 
and they wanted to help him out. I 
know of nothing that would have mo- 
tivated these people to that kind of 
performance other than the regard they 
had for that man. 

We have listed five ways in which 
you can improve your management of 
rush jobs. Naturally, these are not the 
only things that you can do. There are 
a great many modern office manage- 
ment techniques available which will 
help reduce the number of rush jobs in 
your operation. You should be sure 
that you are taking advantage of the 
help that you can get from the follow- 
ing: 

a. Proper personnel testing and se- 
lection procedures, 


b. Good staff training programs. 





c. A continuing methods improve- 
ment program. 

d. The best possible equipment se- 
lection practices. 

e. Effective use of production stand- 
ards to control your operation. 

Suppose you honestly feel that you 
are doing the best job you can of man- 
aging your operation in all the areas 
mentioned above, but you still have 
too many rush jobs. What then? 

Well, if you have done all you can, 
now is the time to take your problem to 
management. However, the way you 
present your case will have a material 
effect on your chances of getting help. 
It is not enough to complain to man- 
agement about the workload or the ex- 
cessive rush jobs. You have to state 
your problem in terms they will appre- 
ciate and be motivated to take action. 
One of the best ways to do that is to 


hang a price tag on the problem. Don’t 
just generalize on effects such as dam- 
age to morale, high employee turnover, 
loss of quality, errors, and the like. 
Instead, show them the cost of these 


effects. Tell them what a higher em- 
ployee turnover rate costs the com- 
pany. Show them the cost of loss in 
productivity due to poor morale. 

You can’t just state your problem, 
no matter how clearly, and then expect 
management to come up with the solu- 
tion. As the person closest to the situa- 
tion, and the one best informed on the 
subject, it is up to you to recommend 
a solution. Tell them what you think 
is the best answer. Whether it be peo- 
ple or priorities or equipment, tell them 
what you think you need. 

If you want action, be sure to tell 
your management what results they 
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can expect if they follow your recom- 
mendations. Will it mean decreased 
costs — improved quality — better 
service — or what? These are the 
things management wants to know in 
order to properly evaluate the serious- 
ness of the problem and the desirabil- 
ity of your recommendations. Manage- 
ment wants you to do a good job, and 
they are willing to do their part to help 
you. If you explain the need for action 
in concrete and specific terms com- 
plete with a plan for remedying the 
situation, you can expect some help. 
Tell them specifically why they should 
act and what they should do. Other- 
wise you may not get their help — just 
their sympathy. 

In summary, there is much that the 
office executive can do about too many 
rush jobs. It is first necessary that he 
understand something of the nature of 
rush jobs and their effect on the per- 
formance of his people. He then must 
make certain that he is making the best 
possible use of not only the modern 
office tools available but, even more 
important, the best possible modern 
office methods. Then, having done his 
part, he can go to management for 
help. If he explains his problem clearly 
enough and submits a sound plan for 
solving the problem, he can _ usually 
get the assistance he seeks. While this 
may never eliminate all the rush jobs 
in his operation, it will certainly help 
minimize them and allow him to re- 
serve his emergency performance for 
the real emergencies. If he can accom- 
plish this, he will have gone a long 
way toward eliminating one of the 
major and recurring headaches in office 
management. 
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What happens when. you add a Multilith® Systemat® Master 
to your carbon sets? 


You get 
ae carbon 
a copies for 
immediate 
action... 


~ then duplicate as 
s AMERICAN BUSINESS of ANYWHERE many future action 
on ig copies as required 


anmenieh al 


In many departments of business — order 
invoice, purchase order, production order, 
etc.—a few copies of vital information are 
immediately required to start action. Extra 
copies, sometimes including additional in- 
formation, are subsequently required for 
future action. 

There's a simple solution. 

Just incorporate a Multilith Systemat 
Master in your carbon sets. When the car- 
bon set is prepared, action copies are ready 
to be distributed immediately. The Master 
is then available to duplicate any number 
of extra copies needed, on a wide variety 
of paper or card stocks, with any additions 
or changes. 

Multilith Systemat Masters look and 
handle like ordinary sheets of paper. You 
can write on them directly, or through a 

OF AMERICA'S LEADING carbon, with pen, pencil, typewriter, 
Addressograph, or any other business 
FORMS COMPANIES PROVIDE 


machine. 
MULTILITH SYSTEMAT MASTERS IN See how this novel idea can help cut 


CARBON SETS...UNIT SETS OR costs in your business. For complete infor- 
CONTINUOUS STRIP IN mation about Multilith Masters, write for 
ee the free booklet, Is Your Business Held 

Down by Paper Waits? Circle No. 195 


© 1969 A-M Corporation *Trade-Mark 
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Machine Copy of Order 
Is Used as Worksheet 


JOSEPH LAZZER, Manager, 
Order Dept., Pollak Bros., New York 


ft pe OF the biggest problems in 
our order department was proc- 
essing incoming orders from our sales- 
men as soon as possible. In the gar- 
ment business a delay of several days 
can sometimes mean the difference be- 
tween good and bad customer relations. 
We were sometimes running as far as 
four or five days behind schedule in 
getting orders on their way to being 
filled. This meant many long, extra 
hours for my staff and for me. In ad- 
dition, we were constantly faced with 
the problem of error and increasing 
office personnel costs. 

Our order processing system involves 
many 


detailed items including sizes, 


styles, quantities and prices of gar- 


1707 


a Fey: ipo sie 
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ments. Our line of dresses is constantly 
changing and caution must be exer- 
cised so that all orders are filled as 
accurately as possible: In the past, as 
orders came in, the information was 
transcribed by hand to a master work 
card. This was necessary since we keep 
the original order form on file as a 
master record. The work card goes 
through many hands and has many 
entries made on it in the course of fill- 
ing orders, so it must be a durable, 
exact replica of the original order. One 
tiny error or transposition in the size, 
quantity or style entries could mean a 
loss to us and inconvenience for the 
customer. 

What we wanted was a copying de- 
vice that would enable us to make a 
duplicate of the original order as it 
came in, to use as the work sheet, so 
that the original could remain safe in 
our master file. We selected a Thermo- 
Fax copying machine which has vir- 
tually eliminated errors. Naturally, 


Customer’s data 
file card and origi- 
nal order (at left) 
and the combined 
copying machine 
copy (at right) 
which is used as 
the worksheet. 
Salesman need not 
maintain customer 
data records and 
orders need not be 
manually copied to 
a worksheet. 
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FACIT, INC. 404 Fourth Ave., N.Y.C. 16 « 235 Montgomery St., San Francisco 4 
SOLD AND SERVICED IN 102 COUNTRIES 
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The author making a worksheet copy from 
an order form and a customer’s file card. 


there is still a human factor involved, 
but we have cut the possibility of mak- 
ing a serious error on an incoming 
order to less than 1%. 


Immediately, we began to notice 


other economies in money and time. 
Our backorder pileup began to dimin- 
ish and, after a few days, we were 
processing all orders the day they came 
in—a far cry from the four or five days 
of the past. As a result of this time 
reduction, we didn’t need so many em- 
ployees on this assignment. We trans- 
ferred one employee to another assign- 
ment which amounted to a sizable cash 
saving to our department budget. 

Our salesmen usually don’t take time 
to fill in all pertinent data about the 
customer on each order, so we main- 
tain a master file of cards which con- 
tains name, address, shipping and bill- 
ing information and other facts. As 
new orders come in, these master cards 
are pulled and placed at the upper cor- 
ner of the order and the two documents 
are run through the copying machine 





NEW 


and improved 


TIME and DATE STAMP 


HELLER ROBERTS 


Manufacturing Corporation 


This new Roberts Model HRTD 
combination time and date stamp 
with clock face is engineered with 
three simple balanced units—print- 
ing head, ribbon mechanism and 
electric drive. It utilizes a new ham- 
mer method of printing with auto- 
matic self-aligning platens for crisp, 
clear impressions. Instantaneous 
paper-trip operation. Solid construc- 
tion and fine engineering of details 
such as deeply engraved solid brass 
wheels and positive ratchets. Offers 
great flexibility of printing space 
through use of slides, word rolls and 
fixed dies. Choice of three colors. 
One of a new and improved line of 
time stamps, daters and numberers 
bearing the name Roberts, famous 
for numbering devices since 1889. 
Write Roberts Numbering Machine 
Division, Heller Roberts Mfg. Corp., 
700 Jamaica Ave., Brooklyn 8, N. Y. 


For More Information Circle No, 283 
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For almost every kind of 

office work, there is an Olivetti 
machine exactly right for the job. 
Olivetti Corporation of America, 
375 Park Ave., New York 22, N.Y. 











Lexikon Electric E "23; is “i Lettera 22 





Studio 44 





Audit 302: 





Electrosumma 22 





Divisumma 24 





Office and portable typewriters 


Adding machines 
Printing calculators 


Accounting machines 
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together. The data is automatically 
copied, along with the details of the 
order, in four seconds, so we have on 
one sheet an exact copy of the original 
order as well as the important points 
about each customer. When we went 


through this process manually, it used 
to take ten to 15 minutes to transcribe 
the average order. Sometimes an order 
runs as high as eight or ten pages. 
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— Petroleum — Office Machines. 


— Electrical Appliances. 
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we 


wen 


For descriptive tolders, admission passes, : 
room reservations: 


. Chamber of Commerce 


German-American 
850 Fifth Avenue, New York 1, N.Y. 
Wisconsin 7-0727 


HANOVER 


GERMAN INDUSTRIES 


4,300 Export Manufacturers 
of Industrial and Consumer Goods 


INDUSTRIAL: All types of Machinery*—Iron and 
Steel — Electrical Engineering — Optical — Pre- 
cision Instruments — Atomic Energy — Aviation 


CONSUMER GOODS: China, Ceramics, Glass 
— Jewelry and Silverware — Watches and 
Clocks — Radio, TV and Phonograph Sets 


le Mochinery will not be shown ot 1959 Foir 





Additional 


have begun 
to show up since we discovered 
other copying chores for_the copying 
machine. Instead of dictating and typ- 
ing formal letters to our salesmen in the 
field, we speed communications by re- 
plying to their original memos with a 


advantages 


handwritten notation at the bottom. 
The original inquiry is run through the 
machine and filed; the copy is returned 
to the salesman 
. | who gets a quick 
response to his 
| question at far less 
cost than it would 
take to write a let- 
ter. Our cost of 
such a reply is 
around five cents. 
We also use this 
method to answer 
queries from cus- 
tomers. We know 
they prefer answers 
quickly and are 
not offended by the 
informality of such 
a reply. In fact, 
we have had sev- 
eral compliments 
on our improved 
efficiency and our 
response to 
questions regarding 
such information 
as delivery dates, 
clarification of or- 
ders and other im- 
portant items that 
affect our produc- 
tion and distribu- 
tion, and our cus- 





fast 








tomer relations. 
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Tablet arm 
slides down 
when not 

in use 


Guaranteed 
-for 

10 

years 








CLARIN Manufacturing Co 
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4640W. Harrison, Chic 
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CLARIN 


Triple-purpose plus! for the band session— 
secretarial work, the conference and for 
many other uses, the Clarin Reserve 

Seater fills the bill. 


New comfort—new luxury—new economy— 
this amazing all steel folding chair is 
indispensable for offices, schools, churches, 
hospitals, industrial institutions and all 
places where space saving counts. 


Use ‘em... fold’em... move ‘em 
wherever needed... then fold and store in 
a minimum of space. Prove for yourself 
without obligation. Send coupon or letter 
for sample of the Clarin Triple-Purpose 
Tablet-Arm Chair on 30 day free trial. 





Clarin Mfg. Co., Dept. 50, 1640 W. Harsison St., Chicago 44, Ill 
Without obligation, send SAMPLE of Clarin triple-purpose } 
choir 


Firm name — 
Street address 
City. — State ~ 


Individual’s name 
Pioneers in Seating for Institutions and Business. Established 1925 











A. B. DICK Model 350 offset duplicator 
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says whno...? 


A New York Engineer 

““... true reproduction of the most intricate drawings” 
A Pennsylvania Sales Promotion Manager 

“... satisfactory in every way—doing a real job”’ 

A Wisconsin Purchasing Agent 

“saves us 40% in printing costs’’ 

A Pennsylvania Insurance Executive 


‘finest offset duplicator of its kind and size on the 
market today’’ 


For a free portfolio of letters telling what users 
themselves have to say about the Model 350, clip 
coupon below. 


‘A:B:-DICK 
DUPLICATING PRODUCTS 


eeeeveeveeeeeeveeeeeeeeeeeeeeveeeeeeeeeeeeeeeeeeeeee 





. A. B. DICK COMPANY, Dept. 0-39 . 
; 5700 West Touhy Avenue, Chicago 31, Illinois ‘ 
; Yes, I’d like to see the packet of 20 letters from users of the ; 
‘ A.B. Dick offset duplicator. r 
° Name s 
; Position Company " 
. Address : 
é City Zone State 
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Reports Raise Newsstand Sales 


HERE ARE OVER 100,000 news- 
: essen, in the U.S. and Canada, 
many of them displaying hundreds of 
different publications. Because a news- 
stand must cater to all age groups and 
all reading tastes, it must carry publi- 
cations of every description and inter- 
est to hold its clientele. Almost every 
month the newsstands are inundated 
with new publications, many of them 
aimed at cashing in on some passing 
interest of the moment, a few destined 
to live for years. 


ROL-RACK 


FIVE FEET OF 
SHELF SPACE 
Used By 
Thousands of 
Industries, Schools, 


Libraries, ete. 
U. S. Govt. 


STURDY & DURABLE 

selected 114” 
Sloping shelves 
for title reading, 
and bolted to 
assure durability. Side- 
riveted swivel casters by 
Bassick with resilient rub- 
ber tires. Rolls smoothly 
with a full load. 


Choice 
maple. 
angled 
doweled 


Walnut Finish or 
Natural Wood Finish 
32” long, 13” deep, 
31” high 
14” between shelves 


| CATSKILL CRAFTSMEN, INC. 


Grolier Building 
575 Lexington Ave., New York 22, N. Y. 


$4950 


A Subsidiary of The Grolier 
Society, Ine. Publishers of The @ 


Controlling the flow from publisher 
to newsstand and regulating supply to 
meet changing demand to make news- 
stand sales profitable, is the national 
wholesaler. Publishers Distribution 
Corp., New York, which distributes 
over 125 magazines to newsstands na- 
tionally, employs continuous research 
and reporting to realize profits for the 
publisher, the newsstand operator, and 
itself. To regulate the flow of maga- 
zines for profit, it uses a skilled clerical 
staff in its tabulating department, traffic 


ATTENTION 
It’s here—a mobile office | 
unit—New, Functional. 


ooo Itrolls coo 


‘ ra 


F.O.B, Factory 
Stamford, N. Y. 
Weight 49 Lbs. 


Book of Knowledge and 
Encyclopedia Americana, 
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‘Patented... ae 
PULL OUT Style 


MANIFOLD CARBON 


Caught in an office cost squeeze? . PAPER SETS 
We suggest a close look at HURON 
COPYSETTE, the manifold carbon paper set 

__ which has increased production for thousands of users by eliminating out of date typing pro- 
cedures. Not only will HURON COPYSETTE help your stenographic department to make more 
copies in less time, but it will produce the cleanest, most legible copies possible. 


HURON COPYSETTE is produced under rigid quality controls — your assurance of a per- 


formance from one box to the next. Each second sheet is lightly attached to its own fresh carbon 


which guarantees you clean, sharp copies of any typed material. 


PORT H U RO N SULPH ITE Write for the complete HURON COPYSETTE story and free somples — 


or use the handy coupon below. 
& PAPER CO. PORT HURON, MICH. Please send literature and free samples of HURON COPYSETTE 


NAME 





COMPANY 





STREET __ 


ae ZONE__ STATE _ 





Available in Canada through 
APSCO PRODUCTS, LTD., Toronto, Canada OUR STATIONER 


*Licensed under Kerr Patent No. 2,557,875 uct 
INSIST ON THE FINEST . . . ASK FOR HURON COPYSETTE BY NAME — 
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Current magazine sales must be projected 
mathematically to determine print orders 
and distribution patterns three to five 
months in advance, says Samuel Scheff, 
president, Publishers Distribution Corp. 
department, distribution department, 
and reporting field staff. 

Regional interests, seasonal trends, 
economic shifts and news breaks all 
affect the sale of a magazine and all 
must be considered by the distributor 


when the issue is going to the news- 
stands. The system at Publishers Dis- 
tribution Corp. is based upon coordina- 
tion of reports from the minute the 
magazine reaches the stands. 

Even before a magazine is published, 
the distributor is brought into the pic- 
ture. He discusses with the publisher 
the merits of the publication in terms 
of the current market, the promotional 
efforts that will be required to launch 
the new publication, and the 150 cities 
that will be used to test the magazine. 

The company has in its files all rec- 
ords of sales of publications which it 
distributes. From these it can trace the 
history of a publication’s sales for any 
given period, in any location and under 
varying conditions. From these reports 
it makes up a token distribution for the 
new publication and this is totaled to 





THIS INK GUN 
SHOT INTHE ARM FOR OFFSET 
PLU med Wal Temelly Vik m Amore) Ke): 

AND TROUBLE-FREE OPERATION 


The special formula of SADOLINS INKS of Denmark keeps a better balance between 
ink and water ALL day. SADOLINS remains ‘‘non-skin" in cans, fountains and rollers 


Black inks or color, there's more pigment per pound in SADOLINS than in ordinary inks 


IS YOUR 


SADOLINS is one of the world's oldest ink works; established in 1777. 
Sold in over 60 countries, this quality ink comes in 30 colors. 


Try SADOLINS: the “trouble-free” ink! Br.ng more color into your OFFSET duplicating today! 
FREE INK GUN AND COLOR INK BOOK WITH FIRST CARTRIDGE ORDER 


SADOLINS INKS cvenmar, us. 


145 West 45th Street, New York 36,-New York 


WRITE FOR PROFITABLE DEALERSHIP PLAN 
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Nettle sti 


FOR THE COST OF A HAT CHECK you can save $6 a day 


with the Dictaphone Time-Master and the Dictabelt record. 


Tip money—25¢ a day—buys and main- 
tains the fastest and most economical way 
to get your thoughts on paper. 

The Dictaphone TIME-MASTER dictat- 
ing machine using the exclusive Dictabelt 
record is the most automatic of all dictat- 
ing systems. It will gain you at least an 
hour a day. For a $10,000-a-year man and 


his secretary, that’s well over $6.00 a day. 
Easy as phoning .. . no waiting for your 
secretary ... just pick up mike and talk. 
Only Dictabelt gives you . . . Fidelity— 
secretary can’t mistake it. Permanence— 
can’t be erased. Visible recording—easily 
find your place. Phone your nearest Dicta- 
phone office for a free demonstration. 


THE NEW, ALL-TRANSISTOR Dictaphone TiIME-MASTER 


Dictaphone, Time-Master and Dictabelt are registered trademarks of Dictaphone Corp., 420 Lexington Ave., N. Y. 17, N. Y.; 
204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford Pl., London W.1, England. 


For More Information Circle No. 217 


THe Orrice—March, 1959 





ALL-RITE offers “‘perform- 
“vance-tested” ball pens... 
precision 
mite s 
ongef, 
RITE . . . the pens that 
are designed to give 
you MORE 


“COSMOPOLITAN” 


A favorite with” 


| audi. 
al office personnel, 


* Extra large ink 


Supply in 6¥ 
tong round ba 


. 8 popular ink 
#4880 UTILITY PEN — 
fi Tine — 39¢ ea. 
ae li 


* Six brilliant, 
Barrel colors 


Refills #62- 4 
3 for 28¢ 4 


For More Information Circle No. 441 








determine the initial print order. This 
token distribution is then laid out in 
detail by the distribution department 
which sends it to traffic, whose job it 
is to figure out the fastest and cheapest 
way of getting publications to the 
stands. Bills of lading are made out 
here and sent to the publisher’s printing 
plant, where the publication is printed, 
bound, bundled and shipped. At no 
time does the distributor actually han- 
dle the magazines. He directs, re- 
searches and controls the operation by 
means of clerical work. 

The original galley of the distribu- 
tion is then returned to the distributor’s 
tabulating department where punched 
cards for accounting purposes are 
created for each specific amount shipped. 
At the same time, allotment cards are 
made up from this galley and sent to 
the individual wholesalers, informing 
them of the quantity of the publication 
they will receive. Copies of the allot- 
ment cards are also sent to the field 
force of Publishers Distribution Corp. 
whose job is to obtain prime placement 
for the company’s publications on the 
newsstands, report on sales and change 
allotments when required. A few days 
later, the wholesalers in the various ter- 
ritories receive the magazine in bulk 
amounts, break these down into individ- 
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FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operations com- 
plete a PLASTICO BINDING in minutes! Precision machines 
guarantee professional results. And these easy-fo-operate ma- 
chines cost so little they soon pay for themselves — save you 
money from then on in. A few copies or thousands . . . catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are all easily bound for a long life of handsome service, 


A FEW PROFITABLE TERRITORIES OPEN 
for live-wire distributors. 


Punching and Binding Machine sales create con- 
tinuous repeat-profits on plastic binding elements. 
Write on your business letterhead for full details. 


P.S. We also manutacture power equipment. 


PLASTIC: BINDING CORPORATION 
== Dept. © 732 Sherman %., Chicago, 5 IMinolt 
For More information Circle No, 252 } Please rush FREE MANUAL giving me full information about! 
the new PLASTICO Hand-Operated Punching and Binding 
Units, 


PLASTIC BINDING CORPORATION |Site 


Firm 





732 Sherman St 15.W. 24th St Address 
[Gi alidele lomo wan II! New York 10, N. Y i. ___. Zone __ State 








ual newsstand allotments and make de- 
liveries. The publication is now on sale. 

The day after the publication goes 
on sale the field force starts checking 
the rate of sales on check-up cards 
which are sent to Publishers Distribu- 
tion Corp. at fixed intervals. As many 
as four check-ups may be made on an 
issue each month. As the cards come 
in, sales are listed on Addo-x machines 
so that management has an up-to-the- 
minute picture of sales in each terri- 
tory. The company retains and con- 
tinuously employs these statistical rec- 
ords to determine if a territory is doing 
well, if it needs more copies, if another 
territory is overstocked, and to deter- 
mine future print orders. 

Within a week of the initial sale 
date, for example, a territory should 
have a certain percentage of its allot- 
ment sold. Based on previous months’ 
records and on sales during the same 
period in previous years, the company 
can determine the status of the territory 
from the reports on the check-up cards. 

In the same manner, check-up cards 
from all territories are totaled for fixed 
periods by the quantities sold. These 
gross totals are compared with totals 
of previous months and similar months 


From the day a magazine goes on the 
stands, its sales are tabulated on Addo-x 
machines at Publishers Distribution Corp. 


32 


in previous years. With these trends 
the company can project future trends 
by analyzing the “futures” of previous 
years. With these factors in, manage- 
ment discusses such external factors as 
employment, news, competition, etc., 
that might affect sales, and arrives at 
a new print order. 


Speed in totaling the check-up fig- 
ures is vital, as it can mean the differ- 
ence between profit and loss on a 
magazine. As soon as the cards come 
in and tapes are run on the Addo-x 
machines, the tapes are analyzed and 
acted upon. This is a continuous activ- 
ity because the next series of check-up 
cards may change the picture.: Also, 
it is important that the company have 
fast, accurate figures so that print 
orders approximating the amount of 
copies to be sold can be fixed months 
in advance. 


When all returns (unsold copies) are 
in, figures are again totaled to get terri- 
tory-by-territory breakdowns on actual 
copies sold. These figures are entered 
in a record book which is referred to 
constantly when fixing future allotments 
for the territories. Far from being a 
haphazard placing of magazines on 
newsstands, national distribution today 
is carefully controlled by paper forms 
and figures. Cumulative sales figures 
to project future allotments are vital 
to the distributor because publications 
for next month must be on the stands 
before the final sales figures of the pre- 
vious month can be arrived at. Ac- 
cording to Publishers Distribution Corp., 
fast and accurate tabulation of the 
course of sales, and shrewd analysis of 
a very unpredictable market, are essen- 
tials to success in this field. 
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“up weeene 


“Raises the Roof” 
to Solve 

Your 

Paperwork 
Problems 







BRUNING 





Your Bruning Man Has the Products, Experience, and Service 


) The Copying Machines and 
You Need to Speed and 
erations Throughout 


Copyflex 110. Just slightly lorger 
than o typewriter! Copies originals 
11° wide by any length. Makes up to 
3 exact copies of one or many 
8% x 11” originals per hour. Unit is 
self-contained, requires only a 115 


volt AC connection 


@ Only your Bruning Man gives so much, does so much to help you 
make a clean sweep of paperwork troubles throughout your company! 

He has a versatile Copyflex copying machine to meet nearly every 
systematized paperwork need. He offers a complete line of copying 
equipment for special purposes. He provides a complete variety 
of copying materials, tailor-made for his machines 


COPYFLEX FLEXIBILITY! Your Bruning Man gives you Copyflex—low- 
cost Diazo copying at its best! Copyflex gives you clean, white 
facsimile copies — in seconds — for less than A PENNY CH for 
letter size. No stencils, masters, or negatives. And anyone can 
operate Copyflex. Machines are clean, quiet, and fume-free — ideal 
for office use. You copy anything typed, written, printed, or drawn 
on translucent paper, cardstock, or film. You make white or color 
tinted copies. You make translucent copies from which additional 
copies can be made 

And look how your Bruning Man helps you put Copyflex flexibility 
to work throughout your company. With Copyflex one-writing 
systems, you completely eliminate the tremendous amount of 
clerical copying work that goes on, hour after hour, from your 
accounting department to production plant. With Copyflex, infor 
mation is written only once, all subsequent documents in any 
systematized operation are mechanically reproduced. Here are four 
basic examples 


ORDER-BILLING. Copyflex reproduces invoices directly from original 


translucent order forms, whether single, snap-out, or continuous 


j 


Copyflex 250. Provides extra- 





Copyfiex 300. This self-contained, fast production of high quality 
table top machine has full 30° copy copies—up to 1,000 letter-size 
ing width, will accommodate largest copies per huur. Features 18'/2 
accounting worksheets. In large organ copying width, big capacity feed 
izations, it is ideal for supplementing table, fast return of originals, 
main reproduction centers. Operates automatic separation. Operates 


on 115 volt AC on 230 volt AC 





Facilities to Give You... 


ne-Writing Systems 
implify Major 
our Company! 


Multiple shipments are handled by making reproducible copies 
of the original order for each shipment. No manual transcription, 
no separate preparation of invoices. 


PURCHASING-RECEIVING. Copyflex reproduces receiving reports 
directly from translucent copies of purchase orders. Receiving 
information is entered on these copies after deliveries, then Copy- 
flex copies made. Receiving report time and work is reduced as 
much as 80% 


PRODUCTION CONTROL. Copyflex reproduces production orders, 
requisitions, and related papers directly from translucent operations 
sheets or cards. Variable information for each order is added to 
the original, then Copyflex copies made. No rewriting of descrip- 
tions and specifications. No costly copying errors 


ACCOUNTING. Copyflex reproduces nearly every type of account 
ing report or statement, including tax returns, directly from work 
sheets or originals. For cumulative and comparative reports, 
latest figures are added to worksheets, Copyflex copies serve as 
up-to-date reports. Copyflex eliminates the tremendous amount 
of clerical copying in accounting operations. 

Your Bruning Man will help you save time and money with 
Copyflex in many other company operations, such as marketing, 
personnel, general administration, and engineering. He will help you 
speed operations, save work in such specialized fields as transpor 
tation, banking, insurance, real estate, law, and graphic arts 





et ee ee 


Copyfilex 675. Unrivalled for high ultimate in a low-cost, light-weight 
relgele ltiailou Melle Me) + ieehiomseu alla ty copier. Makes 5 permanent copies 
46" copying width with speed up to of any document in one minute 
75 f.p.m. Exposure lamp can be oper for as little as 2'2¢ each—on 
ated at 7,500 or 5,000 watts. Auto white bond-type paper. Willcopy @ 
matic stacking, automatic separation, opaque material, ball-point writ 


split lamp shield. 230 volt AC ing, ond other difficult originals 


Your Bruning Man 
Gives You the 
@ Only your Bruning Man gives you the 
copying service provided by a company with 
ro uct over 60 years’ experience as researcher, 


manufacturer, and supplier. 
Because Bruning has the most compre- 
and Hel hensive network of sales-service branches, 
p ' distributors, and plants in its field, your 
Bruning Man is located near you. His 
Bruning Branch headquarters carries a full 
You Need— line of Bruning products, is staffed and 
equipped to give you fast, efficient supply. 
a You run no risk of costly delays for lack of 


materials or service. 
eh ou Because Bruning has its own coating 


plants and manufactures its own Copyflex 

. machines, your Bruning Man provides you 

| products of dependable, consistent high 

ee t! quality. Because of aggressive Bruning 

research, your Bruning Man assures you 

the newest and most advanced copying 
machines and materials on the market. 





There you have it! Only your Bruning 


Man gives so much, does so much to help 
you speed and simplify paperwork, elimi- 
nate the tremendous waste of clerical 
copying throughout your entire company. 
Why not call him today? 





(BRUNING ) 





Low-cost Diazo Copying at Its Best 


*® Bruning Sales-Service Branches 
% Bruning Distributors 
© Bruning Plants 





Write, Phone, or Visit Your Nearby Bruning Office 
BRANCHES 

Atlanta 3, Go Columbus 8, Ohio New Orleons 18, Lo Portiand 1, Oregon Honolulu 14, T. H San Francisco 24, Calif, 
411 Willioms St. N. W 1043 W. Third Ave 540 S. Broad St 2136 S. W. Fifth Ave 317 Kaomokee St 75 Industrial St, 
Boltimore, Md Dollas, Texas New York 13, N.Y Richmond, Va Houston 1, Texas San Jose, Calif 
17 W. Franklin St 1936 McKinney of Harwood 100 Reade St 1508 Belleville St 3522 Polk Ave 1600 N. 4th St 
Boston 15, Mass Dayton, Ohic Oklahoma City 2, Oklo Rochester 10 N.Y Indianapolis 7, Ind Seattle 1, Wash 
965 Commonwealth Ave 233 E. Heleno St 809 N.W. 2nd St 796 Linden Ave 1915 W. 18th St 2025 Third Ave 
Chicago 7, tll Denver, Colo Philadelphia 11, Pa Rockford, til Kansas City 5, Mo Teterboro, N. J. 
300 W. Congress Plaza 352 Santo Fe Drive 7790 Dungan kd 724 Broadway 1026 Wyandotte St 125 North St 
Cincinnati 29, Ohio Detroit 11, Mick Phoenix, Ariz Devon, Conn Los Angeles 38, Calif Washington 7, D.C 
4507 Reading Road 2335 East Grand Blvd 1312 N. Central Ave 49 Bridgeport Ave 855 Cahuenga Blvd 2311 M. Street N. W, 
Cleveland 14, Ohio Milwoukee 3, Wis Pittsburgh 17, Pa Hempstead, N.Y St. Louis 3, Mo Wichita, Kansas 
1815 St. Clair Ave 530 North Ninth St 921 Ridge Ave 213 Front St 2635 Olive St 608 E. Central 


DISTRIBUTORS 
Birminghom, Alo Buffalo 3, N.Y Little Rock, Ark Memphis 1, T Minneapolis 15, Minn Toledo 2, Ohio 
Birmingham Bive Print Co Copy Products Inc Little Rock Bive Print Co S. C. Toof & Co Albinson Inc Newell B. Newton Co. 
2121 Third Ave., No 27 E. Huron St 310 Center St 195 Madison Ave 520 4th Ave. So 1010 Jackson St 
IN CANADA 
Calgary, Alberta Edmonton, Alberta Hamilton, Ontario London, Ontario Montreal, PQ Ottowa, Ontario 
537 11th Ave. West 10855 107th Ave 627 Main St. East 395 Colborne St 8395 Bougainville St 77 Metcalfe St. 
Toronto 1, Ontario Vancouver, B.C Winnipeg, Manitoba 
105 Church St 2126 Main St Watt St. at Union 





Timeclocks Have 
Some Unusual Uses 


HE UBIQUITOUS TIMECLOCK 

is appearing in some_ unusual 
places. Designed to record the number 
of hours worked, timeclocks hang on 
the walls of thousands of businesses to 
do jobs far removed from clocking 
workers in and out. Started by an in- 
ventive engineer in a southern textile 
mill in the 1870’s who used a pin prick- 
ing method on a rotating piece of card- 
board, timeclocks today are used to re- 
cord the hours worked by some 32 mil- 
lion people out of the 65 million per- 
sons who work. There are about 500,- 
000 in use. 

Carl Gieringer, president of Cincin- 
nati Time Recorder Co., one of the 
major timeclock producers, reports that 
people are finding them useful for spe- 
cialized time recording jobs. “In Rock- 
ford, Iil., one times the arrival and de- 
parture of prisoners in the city jail ever 
since a fellow forged and passed a 
check on a local businessman about 90 
minutes after he was released. He 
claimed he was in jail at the time. The 
absence of a record showing the exact 
time he was released made it difficult 
to prove where he was. Now, the time- 
clock prevents this. It’s also a double 
check on the number of meals served 
and a quick check on the actual num- 
ber of prisoners in jail each day.” 

A Connecticut executive is using one 
to keep a check on his two teenage sons 
who are ushers in the local movie. He 
thought they were coming home too 
late after their jobs, but he couldn’t 
check it because he was asleep. He 
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How’s 
Your 


BUSINESS 
CARD? 


Get your FREE copy of our useful 
folder, Business Card Buyers’ Guide. 
Then turn to the handy check list to 
gauge business card effectiveness. See 
for yourself how your business card 
rates. If the tests show room for im- 
provement, HILL’s 44 years of spe- 
cialized experience is at your disposal. 

Learn how Hill craftsmanship can 
create for you a business. card you'll 
be proud of . one that makes a 
favorable impression on your prospects 

. one that truly reflects the charac- 
ter, personality and prestige of your 
salesmen and your company. All of 
this can be yours at prices much lower 
than you’d expect. 

If you use 5,000 or more cards a 
year, write today for your free Bus- 
iness Card Buyers’ Guide. Just tell us 
how many cards you use a year and 
please send a sample of your present 
card, 


If it's worth seeing, put it on a Hill 


rR. 0. H. HILL, Inc. 


270 (F-014) Lafayette Street 
New York 12, New York 


Attached is a sample of our business card. 
We use . per year. Please send me 
my free copy of Business Card Buyers’ Guide. 


NAME 

COMPANY 

ADDRESS 

CITY. : : ZONE 
STATE . 


Fine Business Cards and Letterheads Since 1914 
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TO USERS OF DIRECT 
PRINT COPY MACHINES: 


Specially designed for Bruning, Ozalid and other 
diazotype copying machines, Patapar Translu- 
cent Parchment originals produce copies that are 
unbelievably sharp and clear. What makes the 
difference? It’s Patapar’s unique, fiber-lock tex- 
ture and uniform, high degree of translucency. 

Patapar Translucent originals are furnished 
in various sizes and weights, including rigid 
card stock. 

FREE SAMPLES 


chure of samples. Test them and see the differ- 


Ask us to send you bro- 


ence! Write us on your business letterhead. 


Name of nearest distributor on request. 


Patapar: 


TRANSLUCENT 
PARCHMENT 


PATERSON PARCHMENT PAPER COMPANY 


Bristol, Pennsylvania 
Sales Offices: New York, Chicago 
West Coast Plant: Sunnyvale, California 


SPECIAL PAPERS FOR SPECIAL PURPOSES 


For More Information Circle No. 242 


38 


put in a timeclock. Boih boys have te 
punch in when they return from work. 
If they’re late, they’re fined 25c. 

Another Connecticut man was in- 
jured in an automobile accident and a 
police ambulance was called. He 
claimed he lay for 30 minutes before 
it arrived and he complained to the 
police. Their records weren’t too ac- 
curate and they couldn't tell the man 
exactly when the ambulance was sent. 
Now this department has installed a 
timeclock which records time of dis- 
patch of all police cruisers and ambu- 
lances. 

“Restaurants are keeping their cus- 
tomers happier by recording the length 
of time between taking an order and 
serving it,’ Mr. Gieringer reports. 
“When a customer complains his order 
is taking too long, the waitress can 
show him the printed time record. 
Many restaurants have time records for 
cooking their foods so that waitresses 
can tell customers how long a particu- 
lar order will take. Then, if anything 
goes wrong, the owner can spot the 
trouble.” 

An honor prison farm in Ohio is 
using two timeclocks to keep check on 


YOU KEEP 


RED CROSS 


ON THE JOB 
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savings every second... 


because it's three machines for the price of 


one. You switch from receivables to payro 
to payables with a simple flick of o knob. And 
here is the surprising part—for all its versatility, 
the Monroe President actually costs hundreds of 


dollars less than comparable machines! Ask your 


Monroe Accounting Methods Expert to show yc a" 


this. time-saving, money-saving machine today 


/ / 
bo -1- Me dal- mises t) migelaa MONROE 
— : Cs det ye, New Jersey +) for CALCULATING 


x) ADDING + ACCOUNTING 
\_ a DATA PROCESSING MACHINES 


OF LI M STRIFE 
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some 400 prisoners. The men can 
come and go at will on the prison 
grounds. However, they must check in 
every two hours whether they are 
working in the fields or are on recrea- 
tion time. One particular entrance is 
designated for checking in and out. A 


guard stands by to see that each 





In Shuller’s Wig- 
wam restaurant, 
Cincinnati, a card 
containing cus- 
tomer’s order is 
timestamped by a 
Cincinnati Job- 
master Time Re- 
corder. Then card 
goes to chef. (See 
opposite page.) 


prisoner punches only his own card. 

Then there is the housewife who 
uses a timeclock to check her maid in 
and out. “This is highly unusual,” says 
Mr. Gieringer, “since we estimate one 
timeclock will record the hours for 100 
people. This woman must want the 
records for something since the time-- 








_ RECTANGULAR 
WASTEBASKETS 


No. 2957. Size: 20” high. Colors: 
Lt. grey, white, tan, mahogany. 
List: $4.98 

No. 2956.Size: 15%” high. Colors: 
Lt. grey, office grey or green, 
beige, walnut, white, mahog- 
any. List: $3.49 

No. 2955. Size: 12% ” high. Same 
colors as No. 2956. List: $1.98 





| 





Ridbeumuite wastebaskets 


Unbreakable « Rust-proof e Noiseless e Won’t mar furniture or floors 
Heavy-duty for long-life e Wipe clean with damp cloth 





Decorator colors also available 
Choose from a complete line of sizes, colors, styles, eae 
Contact your Stationery Dealer NOW or write to: 


| | | = RUBBERMAID INC. —— weal 


Commercial Division « Wooster, Ohio 


ROUND 
WASTEBASKETS 


No. 2942. Size: 14%” high. Colors: 
Lt. grey, office grey or green, 
beige, walnut, white, tan. 
List: $2.98 

No. 2941. Size: 11% ” high. Same 
colors as No. 2942. List: $1.98 

No. 2940. Size: 10%" high. 
Colors: Lt. grey, tan, white. 
List: $1.19 
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i} \ \ | 

a FE \ A ~ 

—— 








For More Information Circle No. 416 


10 


MW Dana:r- 


THe Orrice—March, 1959 









Timestamped cards 
tell chef which 
order to prepare 
first. If a customer 
complains of a de- 
lay in being served, 
the  timestamped 
card provides the 
exact answer. 





clock probably cost her between $100 
and $150.” 

On of Mr. Gieringer’s salesmen re- 
ported that a Missouri farmer put in 
three clocks to check his workers. He 
and his men are working a tremendous 


Make your order files 


COME TO LIFE 
with 
Wassell 
ROTOR-FILE 
ORDER DESK 


Gives your order-handling 
modern mechanized speed 


Finger-tip access to any order of i 
with ball-bearing ease of fil. lle 
ing-in-the-round 


Capacity equal to eight full 


standard file drawers i 


Slashes clerical time and cost: | 
many installations have paid | 
for themselves in six months | 
or less | 


WRITE TODAY, | 
OR MAIL COUPON | 


Company 
Address 


City, State 









acreage and the farmer couldn’t check 
all spots at once. He believed his men 
were turning in excess time reports. 


With the clocks, this stopped. Now, 
each man prints his own exact record 


just like millions of other workers. 


BV). V-¥-1-10 Oe) -1¢7 VIP 4 Gale), 


Westport, Conn 


For More Information Circle No. 369 


THe Orrice—March, 1959 





VW Da aper, 


ol 


"Welder: 





Fastens Paper Using Nothing 
But the Paper Itself! 


* No Refills 
* No Clogged 


* No Bulky Files 
* Paper Easily 


i Machines Unlocked, No 
Nm “i of Welded’ Papers 
Lay Flat 


It Costs Nothing To Press The Handle 
A precision made instrument with hand- 
some chrome finish. It is new, novel, 
smooth, silent, and efficient in operation. 
Never needs refilling. It will weld up to 
six sheets of 16# paper. Modernize your 
office with this time and money saving 
office appliance. An ideal gift with name 
engraved on the handle. If your dealer 
cannot supply you, write direct. Dealer 
inquiries invited. 


PAPER WELDER, INC. Medina, N. Y. 


For More Information Circle No. 339 


3 PHONE PROBLEMS 


SOLVED —— 
1. Safeguarding privacy. 


2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 


HUSH-A-PHONE 
72 Madison Ave. 
New York 16 
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Letters... 


Kind Words 


I want to continue to read your maga- 
zine for the next couple of years and am 
sending my personal check for $5. Your 
foresight in the middle 30's of publishing 
a magazine for office executives has proven 
to be a sound one. During the past quarter 
of a century you have had many com- 
petitors, but not one of them has equalled 
your magazine. — JOHN F. PIERCE, 
Boston. 

% ye % 


I have been increasingly impressed by 
the number and variety of office equip- 
ment items and accessories covered by the 
advertising in each issue of THE OFFICE. 
There were eleven different items adver- 
tised in the December issue concerning 
which I either wrote for further informa- 
tion or “clipped and mailed coupons.” | 
was curious enough to compare the num- 
ber of advertisements, on a class of prod- 
uct basis, with those appearing in a num- 
ber of other leading office management, 
equipment, and methods and procedures 
publications to which American Optical 
Co. regularly subscribes. The 187 differ- 
ent advertisements in the December issue 
of THE OFFICE nearly equalled the com- 
bined total of all of the ads in these other 
publications. Another factor which I’m 
sure has considerable appeal for a great 
many of your subscribers is the much 
smaller and more convenient handling size 
of the publication. 

I shall be retiring from active business 
in another year, but you may consider 
this letter an order for continuing to bill 
and mail me THE OFFICE, regularly, 
following retirement. I consider the over- 
all news content of high quality and well 
balanced as regards subjects covered and 
information provided. The photographs 
and illustrations are top grade, also, and 
contribute greatly to a better understand- 
ing of the printed material. Keep up the 
good work.—L. H. BINGHAM, Forms 
Control Manager, American Optical Co., 
Southbridge, Mass. 
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Of course! Many companies have been doing it 
for years, using The Traveletter® System. Shock- 
ing, isn’t it? Crazy idea! Maybe, so — to old- 
fashioned management — but modern manage- 
ment has found out differently. 


The Traveletter System is an established system 
that has provided sound control of travel ex- 
penses for 62 years for many of America’s 
largest companies . . . who recognize the ad- 
vantages of The Traveletter System over ordinary 


"Traveletter” Reg. U.S. Pat. Off. 


WHAT)... 


* let a salesman write 


x 


_ pe his own expense checks? 


445% 


i s 
SS 


home office methods of handling travel expenses. 
Besides controlling expenses here’s what The 
Traveletter System does: 


1. Materially reduces the cost of reimbursement 
procedure. 


nN 


. Eliminates cash advances. 


Ww 


. Simplifies banking procedures. 


ay 


. Aids Sales Department in processing expense 
reports. 


5. Assists traveler in authenticating expenses as re- 
quired by the LR, tax ruling 


Traveletter’ 


The Modern System for handling 
Sales Expenses . . . Since 1894 


Descriptive Brochure on Request 


TRAVELETTER CORPORATION 


GREENWICH 3, CONNECTICUT 


For More Information Circle No. 247 
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The NEW Plus-O-Matic Electric 


The “Magic Multiplier” is an 
exclusive feature of the New 
PLUS-O-MATIC Electric Duplex 


Adding Calculator! 





e 
WITH THE bn, 


NOW! THE FIRST MAJOR DEVELOPMENT 
IN KEY-DRIVE ADDING CALCULATORS 
IN A GENERATION! 


© Faster 
® More Accurate 
® Eliminates Key Depressions 
@ Multipliers Visibly Displayed 
@ Easier to Operate Because It’s Automatic 
“The Motor Does The Work’’ 


And Still The Most Economical Key-Driue 
Calculator to Buy and Maintain ! 


Computing Machines Division 


CONTROL SYSTEMS, INC. 


5 Beekman Street * New York 38,N.Y. + REctor 2-0045 


Representatives in Principal Cities 
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CORPORATE RECORDS RETENTION, 
VOL. 1, by Robert B. Wheelan. Control- 
lership Foundation, 2 Park Ave., New 
York 16, 242 pp., $10. 

Gives the lengths of time that rec- 
ords must be kept for income and excise 
taxes, social security, payrolls, etc., for the 
Internal Revenue Service, Labor Dept., 
Securities & Exchange Commission, and 
other agencies and departments concerned 
with government contracts, defense ma- 
terial transactidns, export and _ interstate 
shippers. Lists federal retention require- 
ments for 15 industries. Indicates con- 
ditions where microfilm may be retained 
in lieu of original records. To be followed 


“Common Sense” 


for Travel Expense 


First in 
the field, 
LEADER 
Weekly & 
Monthly 
Books 


@ Use BEACH’S — 
sturdy, complete and 
. BEST 
way to keep uniform, 
permanent _ records 
vital for taxes today. 


convenient. . 








BEACH PUBLISHING 


CO. 19829 W. MecNichols Rd., Detroit 19, Mich. 


For More Information Circle No. 335 
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shortly by Vol. 2 which will cover Cana- 
dian retention requirements, and Vol 3 
which will relate to state governments in 
the U. S. 


OFFICE MANAGEMENT: PRINCIPLES 
AND PRACTICES by John J. W. Neu- 
ner. South-Western Publishing Co., Cin- 
cinnati 27, 728 pp., $6.50. 

The fourth edition of this college text 
includes a section on office automation, 
and the rest of the book has been revised 
to bring the subject up to date. The au- 
thor bases the core of this edition on 
human relations and cost reduction, but 
all office subjects are covered. 


STENOGRAPHIC MANUAL, National 
Assn. of Bank Auditors & Controllers, 38 
S. Dearborn St., Chicago 3, $2. 

For bank personnel, bound in loose leaf 
format so that a bank can tailor it to fit 
their own needs, the manual covers the 
fundamentals of stenography in 13 chap- 
ters. A bank can insert examples of their 


own letter styles. 





(sega ee 
S 


TEVENSON & SMITH, INC. O 


UeAENS MANUFACTURERS 


O to coast, by outstanding Busine 
O dealers and systems analysts. 


O Write for name of your nearest 
representative. 





STEVENSON & SMITH, 


INC. 
Lackawanna Place 
BLOOMFIELD, NEW JERSEY 


For More Information Circle No. 336 








silline 
COSTS 


The hand folding and inserting of 
outgoing invoices and statements need- 
lessly wastes the valuable time of billing 
clerks—who could be more productive 
on their regular jobs. This new Pitney- 
Bowes combined folding and inserting 
machine, the Model 3300-FH, can fold 
and stuff 500 statements in 8 minutes! 
Multiple enclosures are easily handled 
with two or more runs through the 
machine. 

The 3300-FH is simple, uncompli- 











g PITNEY-BOWES Folding 
= « Inserting Machines 


Made by the originator of aK, postage meter...121 offices 
in the U.S. and Canada, with nationwide service coast to coast. 





For More Information Circle No. 246 
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cated, easily operated by 

anybody, and set without tools. 

It has automatic feed, and stops 
automatically to prevent any jamming 
or tearing. Handles letters, cards, leaf- 
lets, folders, stapled sheets... as well as 
invoices and statements! 

Even with only occasional use, this 
folder-inserter shows substantial sav- 
ings; even in small offices. It avoids 
disruption of office routines, overtime, 
hiring temporary workers; permits 


Model 3100 Inserter has 
six optional stations, 
inserts up to six enclosures 
at speeds as high as 

6,000 an hour. Offers 
optional hook-up with 

a PB postage meter 
mailing machine. 


better scheduled mailings. Its inserter 
unit hooks onto any PB folder, or 
operates as an inserter alone. 

Call the nearest Pitney-Bowes office 
for details. Or send the coupon for free 
illustrated booklet and case studies. 


FREE: Handy desk or wall chart of new postal 
rates with parcel post map and zone finder. 


~-----------; 


| PITNEY-BowEs, INC. 
3461 Crosby Street, Stamford, Conn. 


— 


i Send free ( illustrated booklet and 
“case studies” on PB Folding and Insert- 
ing Machines; (2 Postal Rate Chart 


| Name 


Address 
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look for this seal when you buy! 


bookcases and supply cabinets 


This seal identifies top value. And top value in Borroughs products means more than fine quality 

at sensible prices. Borroughs’ top value means outstanding design, efficiency, features and good 

looks, too. Borroughs bookcases and supply cabinets range from 29” to 84” heights — in depths of 
12” and 18’ —in a choice of 4 modern colors. And you may 
select open face units or models with sliding steel, glass or 
Borite doors. More than 3,500 office supply and equipment 
dealers sell Borroughs products, so you know they’re good. Visit 
your dealer soon... or 


send for 
catalog 


All Borroughs bookcases 
and supply cabinets have 
sliding shelves adjustable 
without bolting—%” ad- 
justment on 29” and 42” 
models—112 on 78” and 
84’ units. 


B Oo R R oO U G al s MANUFACTURING COMPANY 


OF KALAMAZOO 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3010 NORTH BURDICK ST. ali KALAMAZOO, MICHIGAN 
R 
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OPERATING INSTRUCTIONS 


‘ORIwI, CORLATHO MTS AUTOMATICALLY. 
FARA ERE Hee STO 6 SETS PRR emeTE, 
onan 


2 a’ Ee 4a _ Introducing changes so 
A New “Kind Of mm! complete, so total, so 
/ [ / revolutionary-suddenly 


lectric Collator ts ; y/ all other collators seem 


old-fashioned. 


*APC MEANS AUTOMATIC PRODUCTION CONTROL 


AUTOMATIC PRODUCTION of each set. No footswitch to tap, no 
pedal to push, each set is produced automatically. 

PRODUCTION CONTROL. Set the AP C* control at any speed from 
5 to 50 sets. That production is guaranteed. The COLLAMATIC 
sets the pace, not the operator. 

Write today for information on this most revolutionary change in Collators since 


Collamatic introduced the Electric Collator in 1955. 


*Trademark 





Please send literature: 
8-10-19-14-16-20-24-28-32-40 C) ies Model Electric Collator 
bin collators and fully auto- with APC 


matic Golden Automatic. [] We are interested in a free survey 
and analysis of our collating 


a [] Demonstration Requested 
[(C/O/k /L/A/ M/A TV.) 


co 'ee ® Name 


COLLAMATIC CORPORATION Address 
Dept. 103, Route 23 City 
Wayne, New Jersey * 

For More Information Circle No. 450 


MODELS AVAILABLE 











from 

any angle 
your 
best buy 


COLE 


PORTABLE 


Professional writers like 
Quentin Reynolds and 
Kenneth Banghart choose Cole 
above all other portables, 
because only Cole has all the 
important features they 
demand in a typewriter... 
Mist Green, Desert Sand or 
Cole Gray. Complete with 
matching carrying case... 
only $94.50 plus tax. 





COLE STEEL OFFICE MACHINES, INC. « Affiliate of Cole Steel Equipment Co., Inc. ¢ 415 Madison Avenue e New York 17, N. Y. 
For More Information Circle No. 278 





for you, who have an eye for 


functional beauty 


styling that 
sells... 


THE NEW 


od i + QUIET MODEL 
26K ADDING MACHINE 


send for REGNA literature NOW! 





REGNA is the’ lowest priced electrically operated full It’s low priced! It’s profitable! 
safety keyboard machine in the world. Mail the coupon—Mail it today=— 
: Ni jt oo 
Everyone who sees the new REGNA admires the wonder Mail it NOW 
of streamlined FUNCTIONAL BEAUTY. 
Everyone who tries this sturdy and dependable adding REGNA CASH REGISTERS INC 
° . ” : 75 F venue, Ne fo 0,N 
machine becomes a “high speed” operator — fingertips ? en PON See SF. 2 
literally float over the moulded keys! ee ; 
4 lease rush more information on the new Electric 
Different capacities; fully automatic safety keyboard; Regna Adding Machine and outline advantages of 
. . . m becoming a Regna Dealer. 
models in light grey or ivory. Also low-priced hand oper- 
ated models. 





Name — 





Address 


In Canada: Regna Cash Registers of Canada Ltd., 704 Notre Dame St. City — 
W. Montreal, Que., and Business Equipment Machines, “ 
489-R King St. W. Toronto, Ont. Zone 
OUTSIDE CONTINENTAL U.S.: 
Jorgen S. Lien, Box 507, Bergen, Norway 











For More Information Circle No. 201 
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NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 
CONFIDENTIAL PAPERS — 


» 
- 
( 

¥ 


Keep your confidential papers 

and records from the prying eyes 

of unauthorized persons by 

quick, easy destruction right in 

your own office with the 

SHREDMASTER Bantam 10. Any- 

one can operate. Just drop papers 

in and unreadable shreds come 

out. Exclusive gravity feed pro- 

vides quicker shredding. Gives 

greater capacity by shredding 

multiple thicknesses of paper. 

a Handsome, modern design and 

YOUR PAPERS in) clean, noise free operation suit- 

GO IN HERE. able to any office. Yours at a new 
low price. 


3% FREE: Illustrated descriptive 
folder giving details of 10 Day 
Free Trial. Just write today to 
Room 1430, 
75 Varick Street, 
New York 13, N. Y. 
and ask for Circular 53. 


SHREDMASTER 


CORPORATION 
A Division of 
Self Winding Clock Company, Inc. 
Manufacturers of the Clipper 14, only heavier duty shredding machine suitable for office use, 
Sales and Service in principal cities in U.S. and Canada. 
For More Information Circle No. 219 
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NOW! world’s smallest recorder ( 12th. 
records up to 4 hours on one spool— 
then MINIFON plays back immediately! 


The actual use of a feather- 
weight MINIFON recorder is too 
simple to need much explaining. 
You just stick it in a pocket and 
use the tiny mike under your 
lapel (or wear the facsimile wrist- 
watch mike or tie-clip mike!) and 
when you want to record your 
words—or the words of anyone 
within about twenty feet—you 
simply put your hand in your 
pocket and press a silent switch. 
You can record up to 4 hours of 
talk on a single “‘record’’ (wire 
reel), and the “records” are so 
small and light they can be 
mailed. 





Write now for Details and NEW LOW PRICE 





GEISS-AMERICA, CHICAGO 45, ILL., Dept. 0.3 
yy Exclusive U.S.A. Importers 


YES, | am interested in the remarkable pocket-size 
MINIFON recorder. Please send me completely 
illustrated brochure. 


Minifon is a valuable aid to 
scientists, engineers, businessmen 


MINIFON is the world’s ONLY 
AUTOMATIC PUSH-BUTTON 
POCKET RECORDER, a high- 
precision and virtually foolproof 
midget originally designed for 
military and diplomatic secret 
service work and now widely 
used in business, industry, and 
the various professions and 
trades. It is the most perfect in- 
strument ever conceived for 
taking the pulse of a business 
situation or for obtaining data 
not otherwise obtainable. 


Name 
Name of Company 
Address 


City . State 


My special interest in a miniature recorder is for 


errr rT TTrtre TT rte 


r 


eee eee ee 
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4 MILLION SALESMEN* 
WRITE ORDERS 
WITH US—VET 


they don't 


even know 





our name! 





Order-book carbons that imprint clean, clear, crisp copies avoid costly 
mistakes in shipments and billing, keep customers and salesmen happy. 
To ensure constantly satisfactory performance, the makers of America’s 
best-selling carbons depend on Schweitzer’s high-quality carbonizing 
papers. Schweitzer papers—best by test for absorbency, strength, 
purity, and uniform texture—guarantee the perfect marriage of fine 
carbon inks to fine paper. 

*(Saleswomen, too!) 


Whenever good impressions count, rely on carbonizing papers by 


Peter J. Schweitzer Division 


Kimberly» Clark €23 Corporation 


World’s Largest Manufacturer of Fine Carbonizing Papers 
Address inquiries to Elizabeth, N. J. 
Mills at: Elizabeth © Jersey City & Spotswood, N. J. © Lee, Mass. * Mt. Holly Springs, Pa, 
For More Information Circle No. 282 
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This magic “tape that disappears” 
mends ledger sheets to last for years! 


SCOTCH BRAND 
No. 810 Magic 
Mending Tape 


For permanent paper mending 


‘ Practically disappears on contact with paper, will never 
Ai LONDON, ON : crack, cloud or ooze adhesive. And you can write right 
Koos, : over it! For all permanent mending and sealing. Write 


Minnesota ti ., Dept. EQ39, 3M Company for free illustrated booklet 

M yy _: that shows you why... 

iiaine ann Ss iin Se pit gal 
SCOTCH” BRAND Tapes 


TManuracturinc company 
are a girl’s best friend! 


Ew Yor«K 





oe WHERE RESEARCH 18 THE KEY TO TOMORROW 





HE’S DEMONSTRATING 


PLASTISOL 


THE NEW ALL-PURPOSE CARBON PAPER 


One weight, one finish! Plastisol handles every typing re- 
quirement with every typewriter. 

Outperforms them all! Plastisol delivers clean, permanent 
copies with the uniformity you’ve always wanted. 

See it in action! Plastisol carbon paper will be demon- 
strated without obligation in your office. Write or phone 
for an authorized Columbia representative to call. 


Bn 
Ae \\ 
—. % & " Ex@ yy 


=) 


_Puoyy ~ 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIFORNIA 
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DISCOVER IN@GREASEG 
OFFICE BEeriCigNga 
with the NEW 


H.C. Allen 


Vi sOma 
cAiaamiecmal-h m-lalem->.coll0-1hU-m- 10] colaart-h elem ol- 1 mie] m@ilal-i¢-1ane 
paper insertion ....and new, transparent built-in card 
lake)fet-¥amdar-h al el-1aealhe-maellal-a-lah ay isl-14-melam- lah mer] ae me 
you'll find that the new VisOmatic simplifies typing 
FYave Mel-11)'-14-r- Wm ole)al¥}-We) Mi lalold-t-F-1-10 Me) ailol-m-aailell-lalen’e 


Look at these added efficiency features: 


fully automatic margins « fingertip tab set and clear 
oleh acelat- Mm Mme Ol lol.ee-\, 0) cela oll he: 1am Mal lhet-Jel- lol -ladel @iolelaa-ts 
Ldlolam- lave Maar-[a diam eh ahilor-halelal 


y [ Allen Discover the new VisOmatic today... 
Call your R. C. Allen dealer for a demonstration. 


Business Machines. Inc, 060 Pion Avi Mi lia adie, 


i hiethns ERUPT a 'YELLow 
PAGES 


oa 
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HOW MUCH 
OF A BARGAIN 
MUST A 
PHILLIPSBURG 
INSERTER 
ul 


\ \ TT BE BEFORE 
\ Ly 4 fl YOU'LL BUY 
A er TT ous? 


The women — bless em — love a bargain. But somehow we men folks 
don’t trust a bargain. A bargain doesn’t always have to be picked up 
from the Mark-Down counter. Executives who recently have been 
pokin’ around the mail room know a bargain when they see the Phillips- 
burg Inserter. Rising postage costs and dislocated help . . . overtime and 
supervisory time . . . overhead and understaffing . . . all create a 
pressing need for self-servicing the mail — mechanically! The Phillips- 
burg Inserter is a bargain any way you look at it .. . for big or little 
mailers. It pays for itself many times over by automating the gathering 
and stuffing of mail matter. Where's that trading instinct 

Mr. Bargain Hunter? 


®@eeeeeeeeeeeoeoeeeeee eee aS 


aa 
be \ \\ 3 
PHILLIPSBURG INSERTER iv 
:' a, 


\~ Bell & Howell 
Phillipsburg 


PHILLIPSBURG, NEW JERSEY 
‘ Inserting and Mailing Machine Company 
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Office of the Ber- 
gen Evening Rec- 
ord, Hackensack, 
N. J., which uses 
110 Olympia Type- 
writers purchased 
from Bergen Type- 
writer Service. 
Olympia Typewrit- 
ers are distributed 
in this country by 
Inter - Continental 
Trading Corp. 


A New York Cen- 
tral R.R. hostess 
distributing news 
digests in Grand 
Central Station, 
New York, during 
recent mewspaper 
strike. Four mime- 
ograph duplicators, 
provided by A. B. 
Dick Co. of New 
York, turned out 
almost 44,000 
copies an hour for 
commuters. At 
right is Clarence 
Fayling, manager 
of the New York 
subsidiary of A. B. 
Dick Co., Chicago. 
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Most desks looked like this 
after submersion in eight 
feet of water. 


Office Furniture Survives Flood 


Last summer a flash flood in Atchison, 
Kans., put the offices of Locomotive Fin- 
ished Materials Co. under eight feet of 
water for 45 minutes. The next day, Brown 
Transfer & Storage Co., dealers for Gen- 
eral Fireproofing Co., was called in to 
clean and rehabilitate the furniture. The 
120 desks and tables, 101 chairs and 50 
files were taken to Brown’s warehouse in 
St. Joseph, Mo., where contents were re- 
moved from desks, tables and files. Some 


papers were destroyed but most were laid 
out on wood pallets and dried by fans. 
One man spent three days turning the pa- 
pers every 20 minutes. 

All furniture except chairs was returned 
when another flood hit and put the office 
under four feet of water. The furniture 
had to be picked up again and recleaned. 
The two floods caused an estimated $800,- 
000 damage which would have been higher 
had furniture needed replacement. 


Removing papers from file drawers. (See opposite page.) 
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Pressure water 
hoses were used to 
clean the mud and 
silt from the furni- 
ture which was 
then dried in 
heated rooms. All 
moving parts were 
dismantled, cleaned 
and lubricated. 
Foam rubber was 
replaced because 
cleaning it in wash- 
ing machines did 
not remove an 
odor. 


The cleaned furniture drying in the heated warehouse. 
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General sales offices in the new administration building of Steelcase, Inc., Grand Rapids, 
Mich., showing some of the two dozen Dictaphone Time-Master transistorized dictating 
machines. 


Dictating Machine Installation 


Secretary Margaret Gray types dictation 
from her Time-Master transcribing ma- 
chine while Samuel S. Corl, Steelcase man- 
ager of product distribution, dictates his 
remaining correspondence. Mr. Corl said 
the Dictaphone machines help executive 
personnel turn out approximately 30,000 
letters and papers a year. 
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A desk-top, por- 
table electric Gath- - 
erette collator in 
operation in the 
office of Singer 
Sewing Machine 
Co., New York. 
The collator, which 
gathers 20 six- 
sheets sets a min- 
ute, is a new model 
made by Thomas 
Collators, Inc. 


The same fixtures provide fluorescent lighting and draft-free cool air to offset the heat 
from more than 20,000 vacuum tubes in the RCA Bizmac computer at Travelers In- 
surance Co., Hartford, Conn. The Multi-Vent troffers were designed and developed by 
the Multi-Vent Division of Pyle-National Co., Chicago, and made by Benjamin Electric 
Mfg. Co., Des Plaines, Ill., a licensee of Pyle-National 
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Hillside Office Building 


The new general office building of 
Schield Bantam Co., Waverly, Iowa, was 
designed by architects Perkins & Will, 
Chicago, to fit its site on a reshaped hill- 
side (the firm manufactures truck crane- 
excavators). The two-story $500,000 build- 
ing has 30,000 sq. ft. of floorspace. Its ex- 
terior shows large expanses of 
Kasota stone and sepia Plasteel corrugated 
steel siding. 

The continuous projecting band at upper 
floor level is ornamental from the exterior 
and functional inside. It reaches just to the 
bottom of the general office windows, and 
tops filing cabinets, storage space, book 
shelves and return air grilles, as at right. 


glass, 


Photography is the president’s hobby and 
prints decorate his office. 


64 











The office of the chairman of the board. 
(See opposite page.) 
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The treasurer of 
Schield Bantam 
Co. has a parti- 
tioned office in t 

accounting area. 
Machine account- 
ing section is in 
closed area at rear. 


A storage wall per- 
mits the executive 
secretarial area to 
be efficient without 
detracting from the 
atmosphere of this 
section of the 
building. The door 
at left rear leads to 
board of directors’ 
room. 





The movable partitions in 


the general office were built 
by the contractor on the job. 
The long span, open web 
steel roof joints provide an 
unobstructed 68-ft. work area. 














Custom Wood Partition 
Is Finished Overnight 


A reverse-S shaped 
partition separates 
the reception area 
from the office of 
the public relations 
department at Title 
Insurance & Trust 
Co., Los Angeles. 
The Sammara 
wood partition was 
finished with three 
coats of Deft 
Wood Finish over- 
night. This gives it 
a pleasing, semi- 
gloss lustre which 
matches the decor 
of the room. 


A straight partition 
of the same wood 
continues to create 
a corridor. Panels 
of translucent 
Plexolite in ivy 
leaf design are 
used in the straight 
partition. Deft 
Wood Finish is a 
product of Des- 
mond Bros., Los 
Angeles. 
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COMPLETELY AUTOMATIC 
PAYROLL RECORDING 
WITH THE... 


e FULLY AUTOMATIC 
¢ COMPLETELY JAM-PROOF 
e EXCLUSIVE QUICK-AUDIT CARD 
¢ AUTOMATIC TIME SIGNAL CONTROL 
¢ AUTOMATIC 2-COLOR PRINT 
e FULL YEAR WARRANTY 


is the ‘Paymaster’ save money for you! Promote employee punctuality, 
speed up payroll tabulation. The Paymaster’s exclusive ‘‘quick audit’ 
feature permits quick visual auditing of time cards, providing more rapid 
payroll processing. Whether for replacement of existing equipment or new 
installation, ‘‘Paymaster’ is your best choice. 

Write today for your free frameable copy of Cincinnati’s ‘‘Minutes Are 
Money” certificate and the name of your local sales/service representative. 





a 7 
TIME RECORDER CO. 


Since 1896 
1733 CENTRAL AVE., CINCINNATI 14, OHIO 
For More Information Circle No. 287 
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to value your 


est accounts 


your largest!” 


We are proud that the 
superior quality of our products 
has earned us the friendship of 
so many fine firms, and we take 
extra pride in meeting their 
special requirements with 

care and promptness. 


We at Coionial will be happy to 
discuss your special requirements 
...may we hear from you? 


Specialists in the manufacture 
of spirit master units, 

spirit carbon, hand cleansers 
and fluids. 


SKOKIE, ILLINOIS 


Serving the 
wholesale 
trade 
exclusively 





NEW! LOW-COST, H/GH-SPEED PHOTOCOPIER 





CONTACT PHOTOCOPY PRINTER-PROCE 


Nothing compares with the smooth performance, 
amazing speed and brilliant copywork of the neu 
Transcopy STar Photocopier. 3-second exposures 
return originals to you in a flash! Finished prints 
come out crisp and clear black on white copies 
Everything is reproduced with clarity ... even 
signatures, stamps and colors! And a single dial 
control assures professional perfection with every 
Copy. 
Write for free literature. 


| 

| DIVISION OF SPERRY RAND CORPORATION 
| Room 1348, 315 Fourth Ave., N.Y. LO 
| Please send me a free copy of folder 
| P544 on the new Transcopry Srar and 
| TRANscopy Mercury* Photocopiers 

| ‘Companion model for copying large size 
| documents 

| 
| 
| 


Name & Title 
Company 
Addres 


ss . ass 
as essential as a typewriter City = State. 
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The automatic 
printing calculator 
of advanced design 
produced by 


LAGOMARSINO- FAI 
MILANO (ITALY) 


LAGOMARSINO 











" ee ea a z 


U.S.A. distributors: Check Writer Co., 565 Broadway, New York 12, N. Y.— 
Grobark & Co., 159 N. Dearborn St., Chicago 1, Ill—Wholesale Business Machines, 
7525 Beverly Blvd., Los Angeles 36, Calif—Adding Machines Distributing Co., 
2223 Caroline St., Houston 2, Texas—Wholesale Office Machines Co., 2000 North 
Lamar St., Dallas 2, Texas. 
CANADA distributor: Nauta Bros., 3615 Danforth Avenue, Toronto 
For More Information Circle No. 232 
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"| tried 
them all... 


the NEW Thomas 


Collator is years ahead!” 


This may sound melodramatic, but girls do get 
carried away over the New Thomas Collator. 
The modern functional design looks well 
anywhere. It’s been designed for the operator 
to handle collating in the fastest and easiest 
way possible. No more mad scrambles and 
hectic last minute deadlines. The Thomas 
Collator turns a time consuming and irritating 
chore into a pleasant and efficient job. 


One more thing, don’t be misled by gadgets 
or trick names; make your own comparison 
and you'll know why more people buy Thomas 
Collators than all other makes combined. 


Thomas Collators Ine. 


Dept. B, 50 Church Street, New York, New York 
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SKIP BUTTON. Dek ie : 


NON-SMUDGE 
RIBBON 


ADJUSTABLE GAGE 
\ 


~~ REPEAT BUTTON 


——— QUICKLY REMOVABLE 
FEED TABLE 


RECEIVING 
HOPPER HOLDS 
35 FRAME 
ASSEMBLIES 


nd 1295 


LIFETIME METAL PLATES "encise TAR 
NON-SMUDGE RIBBON INKING 


Wherever there is a need for repetitive writing of addresses, fill-ins 
and imprints, the all-new Speed-O-Print Automatic Addresser 


provides a time-saving, error-eliminating solution at exceptionally 


Plates can be 
skipped or 
repeated as 
often as 
desired, and are 
always in 
sequence 


low cost. Impressions are clear, sharp and always accurate. Mail 
ings are ready hours earlier payroll, inventory or other business 
forms are prepared in a fraction of the time required for laborious 
hand metho¥s. Automatic re-winding of ribbon. Factory-equipped 
for popular ‘'B'’ Style Frame-Plate. ‘‘E’’ or ‘‘CB"' Style Frame-Plate 
machines available upon special order. Low-cost replaceable address 
plates provide economical revisions. Finished in. baked beige and 


brown enamel with cniome trim. Blends with any office furnishings 


Speed-O- Print corporation 


1801 W. LARCHMONT AVE, e CHICAGO 13 


For More tnformation Circle No. 284 
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TO YOUR 





COMPANY 














TO YOU 




















In Mid-America’s 


famous CHICAGO SEMINAR 
March 23 to 26, Conrad Hilton Hotel, Chicago 


The 16th Annual CHICAGO SEMINAR is co-sponsored by the Chicago Chapter 
of the National Office Management Association and Northwestern University, 
and is also held concurrently with the BUSINESS SHOW —a gigantic 
display of all the latest office equipment and electronic office machines. 


15 top-name (practical minded) 
experts will give you proven 
ideas—ideas geared for imme- 
diate use to supervisors and 
managers in: 

> office management 
> personnel 

> accounting 

> systems & procedures 
> industrial relations 

> machine accounting 
> purchasing 


------------------4 


Clip and mail to OMAC, Dept. 0-3-59 
Office Management Assn. of Chicago 
105 West Madison St., Chicago 2, Ill. 


Please send me details of the Chicago Seminar 
and Business Show. 


Name 
Address 
City 


Company. 


For More Information Circle No, 231 
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World's Finest Electric 
Pencil Sharpener 


Electro Pointer sharpens 
instantly . . . automatically 
. . without loss of time, 
effort and materials. Puts 


a perfect point on any 


size wooden pencil... 
won't “eat up” your 
pencil like out-moded 
hand sharpeners often do. 
You can Sharpen your 
entire stock of pencils in 
one effortless operation. 


Try it, and you'll buy it . . . The Electro Pointer sells itself! 
PROVEN FOR 
MORE THAN he Be a 1 ee | OS 8 Ye 
16 YEARS 1825 MACKLIND : Bt. LOUIS 10, MO 


For More Information Circle No. 421 
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DURALON’ 


For typewriter and tabulating machine 
use, the DURALON ribbon is produc- 
ing amazing results. Here are typical 
dealer comments: 


“XYZ company was highly complimen- 
tary about the DURALON ribbon—it 
outwore all previous ribbons!” 


“The customer reaction to your mailing 
booklet, ‘Now Try DURALON’ is the 
best we’ve ever had. Send us an addi- 
tional supply.” 


‘“‘DURALON” is a new, exciting, synthetic typewriter ribbon 
fabric developed through Allied research, which combines in 
a single fabric the advantages of many fine fabrics. 

Its fabric wear and resistance to cutting suggests its similar- 
ity to nylon, Yet, its far greater ink capacity makes possible 
a uniformity of impression in a variety of writing strengths 
not possible with other fabrics. 

The result—a typewriter ribbon that yields impressions of 
unbelievable fineness and cleanliness. Its wearing quality makes 
it an outstanding value at a price just pennies over the 
higher priced cotton ribbons. 

Let the Allied man show you DURALON and other items in 
our complete line of duplicating supplies, designed for today’s 
needs to outperform today’s competition—and you'll begin to 
appreciate the value of an Allied franchise—with its policy of 
sales through limited, authorized dealers only. 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 


Western Office and Warehouse: 3425 So. Main, Los Angeles 7, Calif. 


“Reg. US. Pat. Office by 
MLIED CARBON & RIBBON MFG. CORP. 
few York 13,87 


Among the world’s finest duplicat- 
ing products: Flagship patented me- 
tallic back carbon paper, Flagship 
carbon paper ribbons, Offset rib- 
bons, Tabulating ribbons, Addresso- 
graph ribbons, Diazo ribbons, Hotel 
Register carbons, Artist transfer 
carbons, School packs, Carbon bind 
ers, Spirit carbons, Stencils 


ALLIED CARBON AND RIBBON MANUFACTURING CORPORATION 


*Registered U. S. Patent Office. 


For More Information Circle No. 296 


THe Orrice—March, 1959 


75 





“WHAT! Just $99 for a calculating machine? 








All the famous Odhner features are here for only $99! Compact 
design, light and sturdy precision-crafted Swedish steel, and best of 
all . . . ease of operation. Designed for simplicity, the compact 
hand-operated machine, Model 227, performs all calculating 
functions, from the simplest to the most complicated, such as 
simultaneous multiplication and square roots. Outstanding feature 
of the machine is a “back transfer’’, time saving device, which 
makes it possible to perform repeated (chain) multiplications, 
such as simple and complex discounting calculations. 

Sure as one plus one equals two . . . this $99 Odhner Portable 
is the perfect calculating machine for everyone who makes it 
their business. See the Yellow Pages for your nearest 
Odhner dealer, or write: 


404 Fourth Avenue, New York 16, or 
235 Montgomery Street, San Francisco, Calif. 


For More Information Circle No. 286 
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POLL ELE FP 


No other office machine does so 


Billing, accounting, addressing, commu- 
nications...the ‘“Thermo-Fax’’ Copying 
Machine speeds work, cuts costs, in over 
100 different applications. It’s completely 
electric, completely clean. It makes dry 
copies in just 4 seconds. 


Miienesora (finine ano 


) 
2, 4 
Pa ee 


Name___ 

Company 

Address 

City 
For 
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THE TERMS “THERMO-FAX* AND 
SECRETARY’ ARE REGISTERED 
TRADEMARKS OF MINNESOTA 
MINING AND MANUFACTURING 
COMPANY 


eeeeveereeeeeee 


eoeeeeoereeeeereereeeeeeeereeeeeeeeeeeeereeeeeeeeeeeee 


MINNESOTA MINING AND MANUFACTURING COMPANY 
Dept. £s.39, St. Paul 6, Minn. 


More Information 


wliccdinialll 


Neascnaemet 


many jobs so easily...for so little! 


These are reasons why businessmen buy 
and prefer ‘““Thermo-Fax’’ Copying Ma- 
chines—proved in recent surveys made 
by leading business publications. To learn 
how this versatile machine can help you, 
phone your dealer or mail coupon. 


TMianuracturing company 


WHERE RESEARCH 15 THE KEY TO TOMORROW 


see icicisin SON 


. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
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MACKINAC. 


FOR ALL KINDS OF 
JOB-READY OFFICE PRINTING 


BUSINESS PAPERS AND DUPLICATING 


HERE’S GOOD NEWS for all users of offset, stencil duplicating, 
spirit or gelatin process, or letterpress machines! A complete new 
line of MACKINAC job-ready papers. . . perfect for clearer, sharper 
impressions every time .. . is now available. 


Each of the papers in this fine, high quality line is made from 100% 
bleached chemical wood pulp only, with a surface especially pre- 
The complete line of pared to insure outstanding results in the process for which it is made. 
MACKINAC BUSINESS PAPERS | MACKINAC BUSINESS PAPERS are precision cut at the mill to sizes 
consists of: 82 x 11” and 842 x 14”. Available through authorized distributors 


in brilliant White and six bright colors. 
MACKINAC BOND 


MACHINAL GUPUCATOR FLETCHER paper comPpANy 
MACKINAC MANIFOLD 

MACKINAC MIMEO witli is 

MACKINAC OFFSET 20 NORTH WACKER « CHICAGO 6, ILLINOIS 
MACKINAC OPAQUE Mill at ALPENA, MICHIGAN 


For More Information Circle No. 207 
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Now Management Gets 
Its Cost Data Faster 


ETTING COST DATA fast enough 

for management to analyze trends, 
bring buying policies into line with 
shifting market conditions and formu- 
late long-range plans is a major problem 
in the large company today. One solu- 
tion is to copy the cost data manually 
from vendors’ invoices while they are 
being processed, manually key punch 
the data on cards, and then process the 
cards on tabulating equipment. While 
this method integrates the data gather- 
ing operation with the accounts payable 
procedure, it slows up the latter, is 
subject to human error, and still does 
not get the data to management with 
the desired speed. 

Hudson Pulp & Paper Corp., at its 
headquarters in New York, continu- 
ously reexamines its systems and pro- 
cedures to increase speed and efficiency. 
While it wanted its gathering of cost 
data integrated with the accounts pay- 
able procedure, it was not satisfied with 
the time involved or with the probability 
of human error in any manual system. 
Both factors arose at the same stage of 
invoice processing when workers were 
hand copying the data required for cost 
breakdowns and analyses. This data was 
manually key punched so that it could 
later be tabulated. Under this system, 
not only did the invoices have to be 
held until all relevant data was copied, 
but the data copied had to be constantly 
checked to insure accuracy. The manual 
key punching of each card also made 
it impossible for management to get 
tabulated results with the desired speed. 
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Good public relations demanded that 
invoices be processed as fast as possible. 
Good planning, on the other hand, de- 
manded that all data be made available 
to management with all possible speed. 
What the company needed, therefore, 
was a system that would speed the inte- 
grated operations and insure complete 
accuracy. 

After study by Lafayette Kirban, sys- 
tems and procedures manager; Paul 
Weissman, systems analyst; Eugene 
May, accounting manager; Robert 
Brown, accounts payable supervisor, and 
Joseph Adamo of the systems depart- 
ment, it was found that all of the re- 
quired results could be obtained on an 
economically sound basis of using the 
company’s existing machines in con- 
junction with a Systematics Inter- 
coupler which would simply auto- 


Joseph Adamo, systems department; 
Eugene May, accounting manager; and 
Robert Brown, accounts payable super- 
visor, of Hudson Pulp & Paper Corp., 
New York. 





The accounting machine is connected to the card punch by a Systematics Intercoupler 


for automatic, simultaneous production of punched cards containing all the cost data 
that operator Barbara Frost is entering on the checks. 


mate the previous procedure. Now in- 


voices are received in the accounts pay- 
able department where they are matched 
against purchase orders and approved 
for payment. Invoices are then coded 
with a department code, general ledger 
and a tail [hese numeric 


code code. 


codes differentiate standard invoices, 


ravel advances, loans to employees, 


per- 


executives—all of 


salesmen’s expense accounts and 


sonal accounts of 
which are processed here. 


After 
are written on a 


coding and approval, checks 
National Class 3100 
accounting machine. On the check is 
amount, 
appropriate 


entered address, date, 


check 


codes. Carbons are prepared for dis- 


name, 


number and _ the 


80 


tribution to other departments. While 
the checks are being written, both alpha- 
betic and numeric data are simultan- 
eously and automatically 
The 
accounting machine with the card punch 
completely 
tion of the punch. 


Since 


punched on 
cards. Intercoupler connects the 


for the automatic opera- 


each card not only contains 


all relevant data but is also automatic- 
ally coded, management has complete, 
machine verified figures of the amounts 
and kinds of its expenditures. The data 
is available in machine language right 
and the 
punched cards are ready for immedi- 
ate processing. Elimination of manual 
key punching and the need to check 


after the checks are written, 
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for human error allows accounts pay- 
able to be completed by the last day of 
the month. This is a good ten days 
earlier than previously, and company 
policy of immediate payment of invoices 
is effectively implemented. Because veri- 
fication is now automatic (the card must 
contain what is on the check), man- 
hours previously spent in checking one 
against the other are now available for 
other tasks. 

Control has much 
rigorous since automatic proving rou- 
tines are built into the system. To in- 
sure that cards are punched correctly, 


become more 


and that the accounting machine has 
been properly operated, the company 
simply tabulates the punched cards and 
compares the dollar amounts with the 
proof totals accumulated at the end of 
the day by the accounting machine. By 
constantly and 


reviewing its systems 


procedures, management at Hudson 
Pulp & Paper Corp. is able to achieve 
increasing benefits from its office ma 
chines. Constant study of methods as a 
company policy is proving beneficial in 
establishing new efficiency within de- 
partments and in promoting the overall 


position of the company. 





How the Office Manager 
Can Improve His Status 


C. I, KEELAN, Office Methods Specialist, Johns-Manville Corp., New York 


FFICE MANAGERS have an in- 
O feriority complex about their posi- 
tion in the 
doubt this, go to a meeting of one of 
their associations; or read some of the 
articles written by office managers. | 
have been aware for some ten years of 
their (this 
overstate the intensity of the emotion) 
with status. So, when I attend a meet- 
ing, I listen for evidence of this con- 


business world. If you 


obsession word does not 


cern, and when I read magazines | am 
alert to signs that betray this feeling 
of inferiority, and I seldom fail to find 
some hint of this phenomenon. 

Office management has been put on 
the defensive by production, sales, and 
“Red tape” and “paperpush 
the attitude of 


research. 


er” convey other units 
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of the organization toward office man- 


agement. It is not my intention here to 


pursue the question of why this has 


come about (at one time the word 


“clerk” denoted an enviable status); it 
suffices that the condition exists. 
What 


combat this distressing situation? 


have office managers done to 


They 


have formed associations. They refer 


at every opportunity to their profes- 


sional status. But these measures have 


succeeded only in them 
that 
haven't yet convinced top management 
One still 


“necessary 


convincing 


selves they are important. They 


hears such expressions 


evil” and “overhead” ap- 
plied to office operations. I have a sus 
picion that one reason office managers 


embraced electronic data processing so 


bl 





passionately is because they thought 
that mastery of this sophisticated tool 
would enhance their status. After all, 
how many vice presidents understand 
how these machines produce a pur- 
chase order when an inventory reaches 
the reorder point? 

Mr. Office Manager, I have a sug- 
gestion. You wish to be somebody! 
You want attention from top manage- 
ment! Of course, you could get atten- 
tion if you stopped billing customers, 
or posting accounts receivable, or pay- 
ing bills; but you are not after that 
kind of attention. You can get the atten- 
tion you want and be recognized as a 
member of the “team” by doing some- 
thing positive: making a direct and 
readily identifiable contribution to 
earnings. 

How? Not by producing more re- 
ports, or redecorating the office, but by 
operating at a lower cost the essential 
functions you control. You may say 
that it can’t be done; that you really 
need more clerks, more machines, and 
more space. But it can be done and 
has been done by some office managers. 

Every dollar, by which you lower 


your costs, can be added to earnings 
before taxes. Think of it— a salesman 
has to secure $25,000-50,000 in sales 
to contribute as much to earnings as 
you can contribute by reducing the 
number of clerical jobs by one. 

I don’t know just how you could 
achieve a reduction in your office, but 
I'll wager there are many ways: better 
organization, eliminating work that 
doesn’t pay its way, better scheduling 
of work to each employee so that you 
will give him a fair day’s work to do, 
etc. These ways are all well known. 
What is needed is a will to apply known 
procedures. 

When you can go to your boss and 
point out that you are still performing 
all your essential functions and per- 
forming them adequately, and that you 
are doing this at a lower cost, he will 
be glad to call your contribution to the 
attention of the people that count. In 
a few days a vice president, who you 
chance to meet in the lobby, may give 
you a hearty clap on the back and say, 
“Great job, Bill.” Then you'll be some- 
body. You'll be a member of the 
“team.” You'll have status. 




















Office managers meet with each other and refer to their professional status, but this 
convinces only themselves that they are important. 
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Planning for Sound 


Salary Administration 


STANDARD QUESTION that 
consultants ask. of management 
people is, “How do you handle an em- 
ployee’s request for a raise?” Likewise, 
employees are asked what is the boss’s 
answer to a request for a higher pay- 
check. Both questions are loaded. In 
attempting to judge the prospects and 
- problems of a client company, consid- 
erable importance is usually assigned 
to matters of compensation and’ the 
conduct of personnel relations. A hap- 
hazard salary program frequently indi- 
cates that an organization is producing 
much less than its potential. 

Most “big” businesses have known 
this for some time and during the last 
two decades have developed the funda- 
mentals of salary administration into a 
fine art. They no longer wait for the 
employee to initiate a discussion of 
pay. They beat him to the punch with 
a planned periodic interview during 
which his work is reviewed, and his 
salary openly and objectively arrived 
at. 

Modern formal salary administration 
is just as available to small and modest 
sized concerns and is probably in 
greater need. A large company can 
afford to train new people to fill im- 
portant positions. A large company 
will have a certain number of promo- 
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ROGER V. WING, Partner, 


Llewellyn Wing & Associates, Seattle 


table employees, whose advancement is 
temporarily stunted by lack of open- 
ings, for the sake of security alone. A 
large company can pay some employees 
for their “potential,” rather than their 
immediate productive worth. Smaller 
companies suffer on all three counts. 
The objectives of all compensation 
practices are the same: (1) to hold good 
employees; (2) to promote high morale 
and cooperativeness; (3) to receive a 
fair day’s work for the pay. Modern 
compensation practice requires these 
objectives to reflect initiative taken by 
the employer: to pay fairly for the 


ability and talent required, and to 


-match the employee’s qualifications and 


capacity with a job of equal challenge 
and pay. 

The implications of these objectives 
are numerous and the benefits of their 
successful accomplishment can make a 
significant impact upon the total pro- 
ductivity of a group of people working 
together. Salary administration ends— 
not begins—with payday, and its roots 
go deep into the management function 
of a business. 

At the outset, organizational relation- 
ships must be studied constantly to in- 
sure fair pay. Every material feature 
of job content bears on the proper sal- 
ary for the job. Reporting relationships 
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and responsibilities for performance of 
duties Most 
some are mixed positions which include 
both simple menial tasks (such as filing) 
with complex important duties 
(such as preparing price quotations) to 
which the profits of the business are 
particularly sensitive. 


are significant. trouble- 


and 


Jobs, then, must be thought of as 
“positions” in a functional organization. 
A department of a business normally 
exists to fulfill one or more important 
functions. The function relates to one 


Or more important “objectives” of a 


business. The “position” within the de- 
partment is 
somehow to the 
function. 


tribution to the accomplishments of a 


contribute 
the 
It is on the basis of this con- 


designed to 
performance of 


business that a position is evaluated 
the price tag put on the job. 
Obviously, if the organizational struc- 
ture is unsound or obsolete, the con- 
tribution plane of reference is unwork- 
able. Conversely, a properly organized 
business, able to describe jobs in re- 
latable 
should be both willing and able to pay 
fairly in accordance with needs. The 
productive requirements of each posi- 


and evaluable characteristics, 


tion should be reviewed and criticized 
periodically. 
assigned among the positions so that 
the 


them are always assigned to the more 


Duties should be re- 


more important and sensitive of 
experienced and responsible positions. 
Work assignments should, of course, 
consider natural flow and economic use 
of specialized abilities but, ultimately 
and ideally, duties should relate to ap- 
propriate levels of responsibility and to 
levels of compensation. 

When the organization is right, and 


job assignments are properly delegated, 
evaluation can proceed. Each human 
talent and ability is relatively scarce in 
our worker population, and all job 
evaluation necessarily has a basis in 
supply and demand. Work situations, 
likewise, have relative desirability, and 
respond to supply and demand. It is 
valid, then, to conclude that a fair sal- 
ary is a result of summing up the plus 
and minus talent factors with the plus 
and minus desirability factors. As an 
example, it is almost universally true 
that female help commands 
greater pay in an industrial district than 
in a nearby retail store district. 
Unfortunately there are many posi- 
tions which are not common enough 
in a given community to price on a 
direct supply-demand basis. The same 
is true of the more specialized talent 
[his is the reason for 
employing one or the other of sev- 


clerical 


requirements. 


eral standard rating techniques which 
attempt to reduce job requirements and 


conditions to comparable mathematical 
is essential that the method 
employed be both logical and thorough 
because, not only final salary rates but, 
the qualifying merit rating program de- 
pends on these conclusions. 

Merit rating is the evaluative device 
that serves as a means of communica- 
the employee and the 
boss, for establishing entitlement to a 
rate within the range. A com- 
pany may set a fair salary range for a 
bookkeeper or stenographer but, unless 
actual performance can be related back 
to job requirements, it is difficult to 
justify, to everyone’s satisfaction, the 
pay rate actually deserved. Moreover, 
the merit rating interview is the most 


media. It 


tion between 


salary 
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Where Does Your Company Stand On 


$ALARIE$? 


1. Do employees ordinarily receive raises by asking 
for them? 

2. Does your company frequently lose good employees 
for money reasons? 

3. Are employees uncertain as to how they earn en- 
titlement to higher pay? 


4. Are employees uncertain as to their opportunities 
for promotion? 

5. Does your company lack adequate standards for 
objective measurement of an employee's value? 


eae ee ee ee ee eee eee ee eee eee eee eee eee oe 


6. Do employees lack appreciation of how their work 
affects profits or expenses? 


7. Do supervisors frequently pass salary problems up 
the line to the boss? 


1 Yes : You are probably too critical. 
2 Yeses : Time to review your salary plan. 


3 or More Yeses : Your company needs a thorough 
overhauling of pay and personnel practices. 


productive technique available for im- 1. A basically sound functional or- 

pelling employees toward peak perform- ganization. 

ance and keeping them there. 2. Job duties related to levels of re- 
Salary administration, then, encom- sponsibility. 

passes almost every significant area of 3. Job descriptions in terms of talent 

modern management, and normally fol- and desirability factors. 

lows the pattern summarized below: 4. Job evaluations arrived at through 
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a thorough and tested method of com- 
parison. 

5. Salary ranges based on local sup- 
ply and demand rates supplemented by 
the relative evaluations derived through 
comparison. 

6. Individual salary rates developed 
by merit rating, discussed periodically 
with employees. 

For those fortunate companies whose 
size justifies a personnel staff qualified 
in these techniques, good salary admin- 
istration should be a primary philoso- 
phy. Modest sized firms usually cannot 
afford an experienced technician and 
probably do not need one on a full time 
basis. Particularly in situations where 
the personnel function is discharged by 


an office manager or other departmental 
executive, on a part-time basis, he 
should not be exepcted to be a skilled 
designer of salary systems. For these 
companies the salary program becomes 
an ideal consulting engagement. Be 
certain in hiring a management con- 
sultant that he is professionally qualified 
and experienced in this field. It is not 
expensive—probably won't cost as much 
as the raises you will give the help this 
year without knowing why you did it. 
In any event, expect to be benefited by 
a more harmonious organization, re- 
more and 
better work for your payroll money, and 
freedom frequent requests for 


duced personnel turnover, 


from 


raises. 





Beware of Routingitis! 


FREDERICK C. ALLGEIER, Manager, Machine Records Dept., 
Suburban Propane Gas Corp., Whippany, N. J. 


A DISEASE that plagues our busi- 
world today is a malady 
known as routingitis. While this is not 
new in our system, it has recently be- 
come more virulent and gives promise 
of becoming an epidemic. The hidden 
costs resulting from this disease are in- 


ness 


calculable, yet to cure the condition only 


and 
administered 


proper 
firmly 
quired. 


diagnosis application of 


treatment is re- 


The sympioms are clearly distinguish- 
able: the mail bag becomes 
heavier each passing month; the mail- 
room requisitions additional personnel; 


boy’s 


and executives, who formerly managed 
to complete a good day’s work in the 


allotted hours, are seen leaving the 


with attache or brief cases. 

The disease originates in one of two 
forms, either of which can be deadly 
to an organization interested in black 
figures on its P & L statement. The first 
form is known as malignant routingitis, 


office 


the original form of the disease. This 
occurs at the inception of a letter, bulle- 
tin, memo, etc. The general sales man- 
ager writes a memo to the executive 
vice president, reguarding the increasing 
costs of making sales in the Florida 
swamps. Obviously he must keep the 
Okefenokee informed 
with a copy; also the Dixie regional 
sales manager, and perhaps the con- 
troller should be so honored. But does 
he stop at an original and four copies 


sales manager 
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(one for the file)? Certainly not! He has 
routingitis, so naturally he thinks about 
all the people he has discussed this sub- 
ject with in the past two weeks: some- 
one in statistical analysis whose figures 
pointed up this situation; the accounting 
manager who tipped him off months ago 
that the situation was bad; the ulcer 
ridden credit manager who predicted 
originally that it was a barren territory; 
and the assistant to the president, who 
might do him some good if a word were 
dropped in the ear of you know whom. 
So we have an original and eight! Still 
not a policy, order or edict, just a 
matter of information, but the disease 
is well on its way. Thereafter, all who 
received a copy will favor the general 
sales manager with a copy of anything 
and everything even vaguely relating 
to Okefenokee, Florida swamps, swamps 
in general, sales, lack of sales, etc. This 
is a highly contagious disease. 


The second form of routingitis is the 
chronic type that feeds and grows on 
the large volume of mail which arrives 
each morning in the desk mail baskets. 
Much of this mail could be classified 
as junk, and another large portion rep- 
resents the extra copies that our friend 
created regarding Florida sales. At this 
point we see the disease really start to 
spread. The junk mail gets routed to 
four theoretically interested persons 
when it should have gone in the round 
file. Form letters are routed with in- 
scriptions: “just what you’ve been look- 
ing for—ha, ha.” Dozens of such com- 
munications whose original value was 
negligible are now routed and rerouted 
for the subconscious purpose of ridding 
one’s desk of such trash and still avoid- 
ing the critical decision of killing the 
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communication forever. This is routing- 
itis in its most vicious form. 

What is the treatment for this costly 
disease? Like most medication it must 
be applied regularly and firmly by a 
qualified person. The issuance of a 
firmly worded policy statement by an 
authoritative voice is the first step. Such 
a policy should set up broad principles 
for routing copies, but emphasize that 
only a minimum number consistent with 
good communications should be pre- 
pared. Encourage executives to stop 
routing communications forward when 
they would be routed to the incinerator. 
It takes reminding and encouragement 
to break the mental block which makes 
men reluctant to discard anything in the 
fear that someone might have wanted it. 
The time spent retraining in his area, 
however, will be amply rewarded in the 
economies of time and paper handling. 
The symptoms of the disease and its 
cure are so very obvious, every office 
can save innumerable hours and dollars 
by putting an end to routingitis. 





“Fillster, are you sure that you're 
getting copies of all reports?” 





OMAC SEMINAR AND 
BUSINESS SHOW IN 
CHICAGO, MARCH 23-26 


HE 16th ANNUAL SEMINAR 

and Business Show, co-sponsored 
by the Office Management Assn. of 
Chicago and Northwestern University, 
will be held at the Conrad Hilton 
Hotel, Chicago, March 23-26. Some 
100 manufacturers of office equipment 
and systems will exhibit their products. 
The seminar sessions will open after 
lunch on Monday, March 23, with wel- 
coming addresses by the presidents of 
the sponsoring organizations, after 
which Jack C. Staehle of Aldens, Inc., 
will discuss the paradox that, while 
successful people in all fields have been 
nonconformists, few nonconformists 
ever become successful. 

In what areas does management ex- 
pect results from office management? 
The answer to this question will be pre- 
sented by Dr. Irene Place who will de- 
scribe the office manager’s real job as 
it is related to all organizational levels. 

Tuesday morning’s seminar opens 
with Wilbert E. Scheer telling why he 
believes that personnel problems should 
not be transplanted to some central 
staff specialists but, instead, met where 
they occur in the office. Following Mr. 
Scheer will be Dr. Gerald C. Carter, 
psychologist, who will describe how po- 
tential management personnel should 
be developed. On Tuesday afternoon, 
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a personnel manager, who hires and 
trains over 1000 employees a year, will 
cover the introduction and assimilation 
of new employees into a business or- 
ganization. 

Later, on the afternoon of March 24, 
there will be a panel discussion on 
whether or not employees like changes. 
Then a medical officer will re- 
late the personnel policies required for 
a group of 60 men who must live to- 
gether in harmony in an atomic sub- 
marine. His talk should indicate to 
listening office executives that it is pos- 
sible for all of us to get along with 
each other. 

On the morning of the last day of 
the seminar, registrants will hear the 
case history of a program developed 
in the order service department of 
Johnson & Johnson’s Chicago plant to 
reduce clerical errors. This will include 
both the successful and unsuccessful 
steps taken over a period of ten years. 
Later Wednesday morning, W. C. 
Nickell will tell how to have adequate 
personnel for fluctuating workloads 
without hiring excess people. 

A moderator and five experts will 


naval 


provide answers to registrants’ office 
problems in a question-and-answer ses- 
sion on Wednesday afternoon, March 
25. Any questions arising from pre- 
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OMAC Seminar Program 


MONDAY AFTERNOON, MARCH 23 


WELCOMING ADDRESSES: Joun R. Crowtey, Office Procedures Manager, 
Hotpoint Co., Chicago; Dr. J. Roscok Mutter, President, Northwestern Uni- 
versity, Evanston, III. 


HOW INDIVIDUAL DEVELOPMENT FOSTERS COMPANY GROWTH: 
Cuartes H. Ketrstapt, President, Sears, Roebuck & Co., Chicago. 

BE A SUCCESSFUL NONCONFORMIST: Jack C. SraeHie, Vice President, 
Aldens, Inc., Chicago. 


SELF-IMPROVEMENT IS YOUR BUSINESS: Dr. IRENE PLace, Associate Pro- 


fessor of Office Management, University of Michigan, Ann Arbor. 


TUESDAY MORNING, MARCH 24 
WHO DOES THE PERSONNEL WORK IN YOUR OFFICE?: Witsert E. SCHEER, 
Personnel Director, Blue Cross—Blue Shield, Chicago. 


WHO IS YOUR REPLACEMENT?: Dr. Geratp C. Carrer, Professor of Psy- 
chology, University of Illinois, Urbana. 


TUESDAY AFTERNOON, MARCH 24 


GETTING TO KNOW YOU: Kennetu E. Doucan, Personnel Director, Time, Inc. 


EMPLOYEES HATE CHANGE, OR DO THEY?: Panel—W. M. Carrirnuers, Asst. 
Controller, A. B. Dick Co., Chicago; DorotHy Barnes, Correspondence Serv- 
ices Manager, Swift & Co., Chicago; ALFrep F. SHine, Senior Cost Analyst, 
Prudential Life Insurance Co., Chicago. 


GETTING ALONG WITH PEOPLE: Lr. Compr. Dr. Joun H. Esersove, medical 
officer on the atomic submarine U.S.S. Sea Wolf. 


WEDNESDAY MORNING, MARCH 25 
SOMETHING CAN BE DONE ABOUT CLERICAL ERRORS: L, R. Cuase, 


Customer Service Manager, Johnson & Johnson, Chicago. 


ADJUSTING TO FLUCTUATING WORKLOADS: W. C. Nickett, Methods Ad- 


ministration Manager, B. F. Goodrich Canadian Ltd., Kitchener, Ont. 


WEDNESDAY AFTERNOON, MARCH 25 


PANORAMA OF OFFICE PROBLEMS: W. M. Bennett, Controller, Inland 
Container Corp., Indianapolis; Atvin J. VosskKUHLER, Industrial Relations 
Manager, International Harvester Co., Chicago; Frank D. Hurt, Vice President, 
W. A. Alexander & Co., Chicago; Watter EMMERLING, Office Manager, Procter 
& Gamble Mfg. Co., Cincinnati; Joun Marvey, President, John L. Marley & Co.; 
Bruce L. Smytn, Asst. Vice President, Federal Reserve Bank of Chicago. 


WEDNESDAY EVENING, MARCH 25 


THE IMPORTANCE OF A SENSE OF HUMOR: Bennett Cerr, President, Ran- 
dom House, Inc., New York. 
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ceding sessions, and still unanswered, 
will be treated at this session. On 
Wednesday evening, the annual semi- 
nar banquet will be held in the Conrad 
Hilton’s grand ballroom. Fred A. 
Schultz, international president of the 
National Office Management Assn., 
will be toastmaster. The featured 


speaker will be Bennett Cerf, author 
and TV personality. 


A glee club and 


organist will furnish entertainment dur- 
ing the evening. 

There is plenty of time for everyone 
who has not yet registered to attend 
this year’s seminar and business show, 
which is the biggest affair of its kind 
in the midwest. Just write for full de- 
tails to Office Management Assn. of 
Chicago, Dept. O-3-59, 105 W. Madi- 
son St., Chicago 2. 





Acme Visible Records, Inc. 
Addo-x Sales Corp. 
Addressograph-Multigraph Corp. 
Allen Wales Adding Machine Agency 
All-Steel Equipment, Inc. 
American Automatic Typewriter Co. 
Apeco-American Photocopy Equipment Co. 
Arndt Associates 

Art Metal Construction Co. 
Automatic Electric Sales Co. 
Bankers Box Co. 

B.D.C.—Rex Rotary, Inc. 

Bell & Howell Phillipsburg Co. 
Bevco-Precision Mfg. Co. 

Blue Cross—Blue Shield 

The Bircher Co 

E. W. Boehm Co. 

Boom Electric Corp. 
Browne-Morse Co 

Charles Bruning Co. 
Chart-Pak, Inc. 

Chicago Dictating Machine Co. 
Cincinnati Time Recorder Co. 
Coffee Cabinet Corp 
Collamatic Corp. 

Copease Corp. 

S. K. Culver Co. 
Cummins-Chicago Corp. 
Desk's, Inc. 

A. B. Dick Co. 

Dictaphone Corp. 

Diebold, Inc. 

Ditto, Inc. 

Domore Chair Co. 

Duplicopy Co. 

Eastman Kodak Stores 

Thomas A. Edison Industries 
Elliott Addressing Machine Co. 
Fototype, Inc. 

Friden, Inc. 

General Binding Corp. 
General Fireproofing Co. 
Gestetner Duplicator Corp. 
Gray Audograph Corp. 
Haloid Xerox, Inc. 

Heyer Corp. 

Horder's, Inc. 

Hunter Photo Copyist, Inc. 
Illinois Bell Telephone Co. 
Lang Equipment Sales Co. 

Lee F. Kollie Associates, Inc. 
LeFebure Business Systems, !nc. 





Exhibitors at the OMAC Business Show 


Magne-Dex Sales of Chicago, Inc. 

Maher Records Binding 

Manpower, Inc. 

Marchant Calculators, Div. 
Smith-Corona Marchant, Inc. 

Marr Duplicator Sales Co 

Marshall-Jackson Co. 

Master Addresser Co. 

Mead & Wheeler Co. 

J. Curry Mendes Corp. 

Monroe Calculating Machine Co. 

Mosler Safe Co. 

Mullen Co. 

National Cash Register Co. 

THE OFFICE 

Office Equipment Co. of Chicago 

Office Management Assn. of Chicago 

Olivetti Sales Corp. 

Ozalid Div., General Aniline & Film Corp. 

Perma-Disk Secretarial 

Pitney-Bowes, Inc. 

Polychrome Corp. 

Private-Tele-Communications, Inc. 

Recordak Corp. 

Record Controls, Inc. 

Reprofax 

Robertson Photo-Mechanix, Inc. 

Rol-Dex Division 

Royal McBee Corp. 

Scribe Distributors Co. 

Shaw-Walker Co. 

Simplex Time Recorder Co. 

Soundscriber Corp. 

Standard Duplicating Machines Corp. 

Standard Manifold Co. 

Statistical Tabulating Co. 

Stivers Office Service 

Sturgis Posture Chair Co 

Tab Products Co. 

Tallman, Robbins & Co. 

Thermo-Fax Sales Corp. 

Thomas Collators, Inc. 

Tiffany Stand Co. 

Transkrit Corp. 

Transo Envelope Co. 

Triner Scale & Mfg. Inc 

Underwood Corp. 

Vari-Typer Corp. 

Victor Adding Machine Co. 

Weber Addressing Machine Co. 

Wheeldex & Simpla Chicago Co. 

Whizz Office Service 
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Should Office Space Allowance 
Be Liberal or Economical? 


KENNETH H. RIPNEN, A.I.A., 


President, Kenneth H. Ripnen Co., Office Planning Architects, New York 


LTHOUGH OFFICE manage- 
ment, real estate brokers, building 
construction interests, architects and 
engineers have gradually come to un- 
derstand the vocabulary of space plan- 


ning, words such as “liberal” or “eco- 
nomical,” “gross” and “net,” are still 
often misinterpreted and not thoroughly 
understood by all of those interested 
in the office project from the time the 
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Fig. 1. Three general office layouts using 65 sq. ft. per employee and aisles varying in 
width from six to eight feet. However, these layouts have the standard 60” x 34” desks 


abutting one another. 
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Fig. 2. To allow 30” between each desk, a space allotment of 80 sq 





. ft. per employee 


would be used, as illustrated above in three layouts with varying aisle widths. 


space is offered until it is completely 
conditioned for occupancy. Today, the 
language of office space involves most 
generally a range of 65 to 500 sq. ft. 
space allotments per employee, which 
is generally the standard being used in 
industrial, State and 
layouts. 
To more readily understand the true 
meaning of such language, let us, for 
purposes of clarification, look into just 
what 65 sq. ft., 80, and 500 per em- 
ployee mean in space assignment. If 
one were building an office structure 
or renting office space for a department 
or an office of 100 people, the variance 
of an allowance of 6500 sq. ft., 8,000 


institutional, city, 


Federal Government office 
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sq. ft. or 50,000 sq. ft. for the same 
number of people would have to be 
clarified. 

The layout demon- 
strating the use of 65 sq. ft. per em- 
ployee shows that one can plan a gen- 
eral office arrangement with aisles from 
six to eight feet, but this layout would 
contemplate the standard 60” x 34” 
desks abutting one another (see Fig. 
1). Should it be desired to allow 30” 
between general office workers’ desks, 
an allotment of 80 sq. ft. per employee 
should be used with layout for desks 
and accessories as demonstrated in Fig. 
2. The 500 sq. ft. per employee allow- 
ance is used for the occupant of the 


general office 
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average 20 x 20 ft. private office, some- 
times divided in two, allowing 250 
sq. ft. for one or two people (see Fig. 
3). 

The space allowances illustrated are 
based on “net” usable space per em- 
ployee, and to this must be added de- 
partmental or building corridors to get 
to the area assigned, plus allowances 
for other office activities usually de- 
noted to as follows: 


1. FILE space shall be limited to 
concentrations of files requiring units 
of space which can be identified by 
room number minimum areas. No de- 
ductions shall be made from office 
space for miscellaneous files, cabinets, 
safes and other equipment of this type 
distributed about the office. File clerks, 
if grouped in a unit of space that can 
be identified by an individual room 
number area, are to be indicated under 
file personnel. 


2. STORAGE space refers to sta- 
tionery, literature, allied equipment and 
the like. 

3. SPECIAL EQUIPMENT refers 
to statistical equipment, automated ma- 
chinery, telephone, Teletype, duplicat- 
ing machine rooms, and such. 


4. MISCELLANEOUS refers to li- 
braries, conference rooms, reception 
rooms and similar spaces. Each of 
these areas requires special analysis of 
its equipment and the added work 
space necessary, especially when ma- 
chine areas are planned. 

When compiling figures to determine 
space requirements of a department or 
office for construction of a new build- 
ing, the “gross” area of the structure 
would be arrived at by adding to the 
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above figures the area referred to as 
building services and exterior wall con- 
struction. Building service space pro- 
vides for toilets, stairways, elevators, 
service closets, mechanical and ventilat- 
ing shafts. 

When renting space, building service 
and exterior wall space would, in most 
cases, be eliminated inasmuch as floor 
space is rented on a “gross” or “net” 
Gross include 
from the office space to toilets, stair- 
ways and elevators. When he deducts 
these corridors in planning office lay- 
outs for equipment, private office and 
special area allowances, the office man- 
ager usually speaks in terms of net 
usable office space. 


basis. areas corridors 


The foregoing is based on the use 
of the 60” desk inasmuch as this size 
is found in the offices of most corpora- 
tions and has been considered standard. 
However, there is a strong trend to- 
ward smaller desk sizes (58” x 32”) 
for economy of space. This will permit 
even greater freedom per general office 
worker whether on the basis of the 
liberal or economical office layout. 
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Fig. 3. An allowance of 500 sa. ft. is used 
in the average 20 x 26 ft. private office. 
This space is sometimes divided in half 
for use by one or two people. 





A Psychiatrist Prescribes 


WILLIAM C. MENNINGER, M.D., 


President, Menninger Foundation, Topeka, Kans. 


N THESE DAYS of general medical 
eat it is a rare person who 
does not recognize the importance of 
the regular physical examination. There 
are many executives who, because they 
feel all right, postpone the trip to the 
doctor’s office, but there are few who 
fail to be checked for physical danger 
signals with some regularity. These pe- 
riodic examinations provide assurances 
of physical well being or warnings of 
trouble before it has a chance to get 
out of hand. It is not surprising that 
the number of company sponsored 
physical examination programs has in- 
creased greatly in recent years. 

As a psychiatrist, I recommend that 
companies concern themselves 
with providing regular emotional check- 
ups for their executives. 
times that exact a heavy toll from busi- 
nessmen So general has 
become the recognition of the tensions 
existing at the management level that 
jokes are told about one-, two-, and 
three-ulcer executives. 

If I were to make an emotional check- 
up of an executive, there are certain 
somewhat impertinent questions I would 
ask. I believe examination 
would purposes: it would 
provide me the basis for evaluating the 
executive’s mental health in order to 
make recommendations, and it would 
give him food for thought. 

First, | would inquire about the con- 


also 


These are 


and women. 


such an 


serve two 


stancy of the executive’s own personal 
relationships. How consistently is he 
able to get along with his associates? 
Is he a prima donna? All of us have 
“bad” days, but how frequently do his 
occur? Who does he like? Who doesn’t 
he like, and why? 

How does he deal with reality, par- 
ticularly when it is at its worst? Does 
he lose his temper? Does he get jit- 
tery? Does he become so anxious he 
cannot function? I would want to find 
out how he accepts frustration. Is he 
so immature he has to have what he 
wants when he wants it? If he doesn’t 
get it, does he pick up his marbles and 
leave the game? Or is he mature enough 
to have learned that most of the things 
he wants he has to work and wait for, 
that he must accept current frustration 
for future gain? 

I would like to know how much sat- 
isfaction he finds in constructive, crea- 
tive giving of himself. Normal emo- 
tional development requires progression 
from the childish interest in receiving 
to the mature interest in giving. 

Another important series of questions 
I would ask would be aimed at discov- 
ering how free he is of anxiety and 
tensions, and whether he is able to find 
release outside of his business life. All 
of us are upset at times, and realistically 
How- 
ever, if one is chronically tense and 


so when the pressure mounts. 


anxious, and unable to relieve his dis- 
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for the Executive 


tress, he is emotionally sick. He may 
even be physically ill because of it. 
Finally, | would need to know whether 
this executive seeks and will accept 
help when he needs it. Does he think 
he can bluff it out, procrastinate, re- 
main inefficient on the job and difficult 
at home? Or does he have the good 
judgment to seek out some expert as- 
sistance in his time of need? An execu- 
tive position is a lonely outpost where 
confidants are not always readily avail- 
able. The executive, like everyone else, 


should have a good listener at times, 


someone whom he respects and who 
will keep his confidence. This listener 
may be his wife, someone in the or- 
ganization, a good friend outside, his 
physician, a member of the clergy or, 
in time of emotional trouble, perhaps 
a psychiatrist. 

Having the answers to my questions 
I would be prepared to suggest action 
—to offer the executive a prescription 
for improvement of his mental health. 
I would be able to make specific rec- 
ommendations as to how he might 
avoid or handle the pressures of the 
job to prevent the development of ex- 
cessive chronic state of 
anxiety. 

Periodically, the executive should set 
aside some time to think about his life 
goals—immediate and future—and his 
progress toward them. He should re- 
view carefully his priorities, his ambi- 
tions and aspirations. He lives in a 


tension or a 
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rapidly changing world. His sense of 
values differs from that of his father. 
Moreover, it may differ at age 40 from 
what it was at 20. Being so busy, it is 
easy for him to stray from the path 
he has set. This is true for his personal 
life as well as his business life. He 
should consider what he does with his 
what his feelings are 
about his status and worthwhileness in 
life, how much time he devotes to his 
family. There is small triumph in busi- 
ness success if it is bought at the ex- 
pense of failing as husband and father. 
With only 24 hours in the day and 
seven days in the week, and with many 
responsibilities to fulfill, the executive 
must budget his time to provide for 
the top priorities. 

I would prescribe that the executive 
take vacations. They are good for his 
mental health. The man who boasts he 
hasn’t had a vacation in five years be- 
trays poor judgment. He is being un- 
fair to his family, and perhaps also to 
his business. 

A kind of vacation is spending time 
hobby. 
Such an avocation should be taken as 
seriously as a vocation, even though it 
receives much less of one’s time allot- 


free evenings, 


on an avocation, enjoying a 


ment. Not only does a hobby give en- 
richment, provide refreshment and re- 
laxation to life during the 
years, but it also can be a sound prep- 
aration for retirement. 

The executive must face up to his 


working 
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role in the organization. He is a sym- 
bolic father, whether he likes it or not, 
although he perhaps does not always 

His suc- 
father are 
not as unrelated as he might suppose. 
Both at the office and at home he must 
be prepared to delegate responsibility, 
know when to act authoritatively and 
when to share the making of decisions 
with others, be willing to listen as well 
as to speak out, and try to understand 
In short, he should be 
considerate, 


realize that he is so regarded. 
cess aS an executive and a 


the other fellow. 
an honest, affectionate 
leader to make it possible for his asso- 
ciates to live in harmony with him and 
he with them. 

He must also stand ready to give to 
the community in which he 
much of himself as he can afford—not 


lives as 


just his money, but himself. Every city 
and town is poverty stricken for “big” 
men, people who ask, “What can I put 
into this task?” rather than “What can 


> 


I get out of it?” Carrying the load of 
voluntary organizations is usually left 
to a handful of people who are willing 
to give of themselves for the benefit of 
others. Most executives have achieved 
their positions because of their leader- 
ship ability and experience. They have 
a responsibility to use their ability in 
their communities as well as their busi- 
One of the ingredients in my 
prescription is for the executive to have 
“a mission” — beyond the job, beyond 
himself in which he believes 
which will make his part of the world 
a bit better for his being in it. 


nesses. 


and 


Basic to the 
executive's 


improvement of the 
health, 
duction of tension producing situations, 


mental and the re- 


is for him to learn more about himself. 


I do not mean that he should indulge 


in morbid introspection. I do mean 


that he should be willing to look at how 
he relates himself to other people. It 


is not enough to see what is wrong 
with those about him. The trouble in 
the world stems from hate. How does 
he handle his hostile feelings? Can he 
face the evidences of his selfishness, 
prejudices, resentments, bigotry? Hav- 
ing identified them, does he have the 
courage to find better ways of handling 
these feelings? 

The best neutralizer of hate is the 
ability to love, which expresses itself in 
understanding, tolerance, generosity, 
humility, constructive activity. He can 
increase his ability to love by making 
conscious and determined efforts to do 
so, thereby reducing the amount of 
hostility he expresses. 

To summarize, my prescription for 
the executive is to know himself better 
in terms of his emotional health and his 
relations with other people. Try to be 
guided by these principles of maintain- 
ing good mental health: 

1. Have a periodic emotional check- 
up. 

2. Take time to review your past 
and evaluate your present in the light 
of your goals — particularly in your 
family relationships. 

3. Schedule 
time. 


vacations and hobby 
as a leader 

on the job, at home, in the commu- 
nity. 


4. Improve your ability 


5. Understand yourself better — 
especially how you handle your ‘hostile 
feelings.—From the Menninger Quar- 
terly. 
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John T. Farrell, Controller, and W. George Gardom, Supervisor 
. of Mechanical Accounting—Rockwell Manufacturing Company. 


How Teletype helps Rockwell 
speed service, increase work output 


Rockwell Manufacturing Company, 
producer of meters, valves, regulators, 
control equipment and power tools, 
says this about Teletype equipment. 
Major sales gain—no clerical increase. 
“In the five years since we installed 
Teletype equipment’’, says Rockwell’s 
Controller, John T. Farrell, ‘“‘our sales 
have jumped from 88 to 122 millions.’’ 
“In spite of an attendant 300 percent 
increase in the number of daily mes- 
sages, the message center staff was not 
increased , . . stil numbers two girls.”’ 
Report time cut. W. George Gardom, 
Supervisor of Mechanical Accounting, 
says, ‘‘numerous reports, such as 
monthly accounting reports from 
plants, are transmitted to headquarters 
by wire.” 

“This enables us to speedily ‘deliver’ 
monthly operating statements. Be- 
fore, manual methods took many days.” 


Teletype enables Rockwell: 

1. To give faster, more direct, more 
efficient service to customers. 

2. To handle a greater volume of ma- 
terial without increasing costs. 

3. To set up a regular, more economical 
schedule of transmission between plants 
and headquarters. 

4. To prepare messages in advance... 
transmit on schedule... leave Teletype 
machine unattended and still receive 
all incoming messages. 

More information. These are just the 
highlights. Full details are yours for 
the asking. Write to Teletype Corpo- 
ration, Dept. 382-C, 4100 Fullerton 
Avenue, Chicago 39, Illinois. 


TELETYPE 


CORP 


suasioiary of Western Electric Company we 


For More Information Circle No, 233 
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Forms Set 


Saves Time 


In Small 
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Offices — 
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ERVICE ESTABLISHMENTS and 

professional offices with limited 
clerical personnel often find their ac- 
counts receivable records poorly or- 
ganized for current billings. One New 
Jersey physician, with a limited office 
staff, determined to adopt more effi- 
methods for handling accounts. 
method adopted by this 
in most 


form re- 


cient 
The 


doctor's 


new 
can be used 


seven-part 


office 
small offices. A 
places both the ledger and the indi- 
vidual statements. Part one of the form 
is of heavy card stock, punched at the 
bottom for insertion in a _ binder to 
serve as the ledger card for each ac- 
The remaining six parts com- 
prise six statements. The carbon be- 
hind part one is a full sheet. Carbons 
behind the remaining copies are short, 
covering only the top section of each 
form. Here’s how the system works. 

The name and 
typed on the set and appear on all 


count. 


account address are 
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seven copies. Because the set is bound 
with a stub, it can be filed as a unit 
in an upright file until a charge is in- 
curred. When a charge (or a payment) 
is made, the set is removed from the 
file and the additional data typed in 
the bottom section of the ledger card 
(part one). The long carbon permits 
this data to show on the first statement 
copy only. Thus, at statement time, 
the first statement is simply detached 
from the inserted in a window 
envelope and mailed, without further 
handling or recording. 

The set is then refiled for another 
transaction, the next statement being 
mailed at the end of the month. 
This continues until six months of 
statements have been mailed. At the 
end of six months a new set is prepared 
and the old ledger card is filed perma- 
nently in a binder. Since the ledger 
and statement are prepared simultane- 
ously, recopying errors are eliminated. 


set, 
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Mailing 
mistakes 
cost more! 


With postal rates now up 333 per 
cent, you can’t afford an inaccurate 
mail scale. If the scale overweighs— 
at 4¢ a letter —it can lose you a lot of 
money ina year. If it underweighs, 
and your mail arrives “Postage Due,” 
the recipient must pay the extra 
postage —and you lose in company 
reputation and good will. 

Get a Pitney-Bowes mailing scale 
that’s dependable, saves postage, 
avoids embarrassment. 


Every PB scale is precision built, 
to stay accurate. It acts fast, gives you 
exact register. Chart markings are 
widely spaced, never leave you in doubt. 
Figures are large and easy to read. 
Weighing mail is faster and easier. 
There are PB scale models for every 
office, large or small, including a 
parcel post scale of 70 Ib. capacity. 
Ask the nearest Pitney-Bowes 
office for a demonstration, or send 
coupon for free illustrated booklet. 


FREE: Handy desk or wall chart of 
latest Postal Rates, with parcel post map 
and zone finder. 


om oe ew © 6 ow 6 6 2 ee ee es 


— PITNEY-BOWES 


Mailing 
> Scales : 
| 
| 


PITNEY-BowEs, INC. 
3476 Walnut St., Stamford, Conn. 


Send free booklet 1 rate chart 


Name 
PiITNEY-BowEs, INC., 

3476 Walnut St., Stamford, Conn. 
Originator of the postage meter...offices 
in 121 cities in U. 8. and Canada. 6 ce coe ee ee ee 0s es es es ee 


Address 
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Everything is in the drawers 
even wastebasket and phone. 


How to get new freedom to work 


New Clutter-Proot Desk 


keeps top clear and organizes drawers 


How much time and money do cluttered desks 
waste in your office? 

Desk top clutter and desk drawer hodgepodge 
aren’t confined to the careless. Even people who try 
to be neat and efficient get no help from their desks. 

But this new Shaw-Walker Clutter-Proof Desk 
actually “lends a hand.”’ Fully 75% of the things 
that pile up on top or in drawers of other desks 


“Built Lhe « 
Sr yecraper 


have a specific place inside this desk. 

The in-drawer organization isa 
marvel of convenience. There are in- 
drawer letter baskets, work separa- 
tors, letter files, card trays, forms 
shelves and work tools organizers. 
There’s even an in-drawer wastebasket and pro- 
vision for an in-drawer telephone. 

Usable working space on the desk top is doubled. 
You get new freedom to work. 

See these new Clutter-Proof Desks at one of our 
17 branches or 470 dealers. There are 58 beautiful 
color combinations. Or write for our new 252-page 
Office Guide. Shaw-Walker, Muskegon 4, Mich. 


HAW- Al KE Largest Exclusive Makers of Office Equipment 
Muskegon 4, Mich. Representatives Everywhere 
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in office automation 


including data processing. 








Cenco’s Order Processing System 


PHIL HIRSCH 


SYSTEM for processing order pa- 
perwork, and preparing statistical 
and sales analyses afterward, has re- 
duced both the time and cost of ac- 
counting operations at Central Scien- 
tific Co., Chicago. It eliminates all 
manual duplication of constant cus- 
tomer data, yet permits order and ship- 
ping changes to be entered easily. 
Cenco, a leading manufacturer of 
scientific instruments, lab supplies, and 
chemicals with worldwide distribution. 
has some 15,000 separate items in its 
product line, and more than 15,000 
customers (schools, industrial labs and 


governmental agencies for the most 


Constant data on active customers is re- 
corded in edge punched cards (see page 
opposite) which are shown above being 
pulled from registry file. 
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part). The Chicago office processes 
8,000-10,000 orders per month. The 
system produces three major outputs: 
shipping tickets, invoices, and statistical 
and sales analyses. 

First step in the processing sequence 
is to edit and price the customer’s or- 
der. What the editing and pricing sec- 
tion does, essentially, is to enter the 
catalog number, unit price and size 
classification of each item. It also 
alters the product description, as listed 
by the customer, to conform to Cenco’s 
accounting code. (In some cases, of 
course, the customer may list part of 
this data correctly, and all of the work 
enumerated above may not be neces- 
sary on every order.) 

Next, the original order form goes 
to a registry section where there is a 
file containing constant information on 
each customer for order and account- 
ing summaries (name, billing and ship- 
ping addresses, special handling instruc- 
tions, territory, class, tax status, and 
code designating the Cenco salesman 
servicing the account). Constant data 
for active accounts is punched into, and 
printed on, edge punched cards. There 
is usually more than one copy of the 
card for a given active customer, in 
case Cenco receives more than one 
order from him on a given day. Ac- 
counts that purchase only infrequently 
are represented in the registry file by 
ee el containing typewritten 
constant data. 

Two basic operations are performed 
in the registry section. A sequential in- 


cards 
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When the multicopy shipping form is 
typed, constant data from edge punched 
card (at left) is written automatically. A 
tape is automatically punched at this time 
and later used to write invoice. 


voice number is assigned to the original 
order. There are spaces on each 5”x7” 
card, as well as on the jacket holding 
the edge punched cards, for recording 
this number with a numbering machine. 
Alongside this invoice number, the cus- 
tomer’s own purchase order number is 
recorded. Then registry card and origi- 
nal order are sent to Comptometer 
operators who extend the unit prices 
and enter the net order total (total less 
tax and transportation charges, if any) 
on the original order. 

After price extension is completed, 
B48447 the original order and registry card go 
to a battery of six Flexowriter ma- 
chines. In one operation, these machines 
prepare the customer acknowledgment, 
shipping ticket and packing slip, a con- 
trol record, and a paper tape that is 


ANVdWOO OdV- 


SNNAAV SINOT LS 6196 


WNVIGNI SITOdVNVICNI 


Py 
w 


e 
. 
. 
. 
e 
e 
e 
e 
e 
e 
* 
o 
e 
e 
« 
e 
e 
e 
e 
s 
e 
e 
e 
* 
e 
- 
2 
e 
e 
e 
e 
7. 
e 
7 
e 
o 
” 
e 
es 
. 
es 
e 
* 
e 
e 
. 


: 


105 


: 








used later for generating the invoices. 
The hard copies are contained in a 
four-part form designed for this appli- 
cation. 
All the (data 


constant information 


on the registry card) is transferred to 


the tape and to the hard copies auto- 
matically. The Flexowriter typist’s 
major job consists of picking up the 
product description, price, and quantity 
information from the customer’s origi- 
nal order form and entering it on her 
keyboard. The is automatically 
punched into the tape and written on 
the four-part form. 

The control record (which Cenco 
calls a “charge slip”) is filed by the 
order entry department, along with the 
tape, and the customer’s acknowledge- 
ment is mailed. The shipping ticket and 
packing slip go to the stock records 


data 


Order is logged on dispatch file card which 
shows the date it reaches warehouse and 
when it leaves. 
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control sectidn where a perpetual in- 
ventory file is maintained. All items 
ordered by the customer are checked 
against this file, and a notation is made 
on the shipping ticket in each case de- 
noting whether that item is available 
or must be backordered. 

Next stop is the order dispatch sec- 
tion where the arrival date of the order 
(identified by the invoice number on 
the shipping ticket) is recorded on a 
file card. Each card holds data on ap- 
proximately 100 orders. 

After logged, the shipping 
ticket and packing slip are sent to the 
warehouse. The items ordered are 
picked, checked, packed and shipped. 
The packing slip (which included a 
detachable shipping label) accom- 
panies the consignment. The shipping 
ticket (bearing notations from the ware- 
house regarding quantity of each item 
sent, routing, and transportation charges 
if prepaid) returns to the order dis- 
patch section and is logged out on the 
card mentioned above. 


being 


Opposite each invoice number, on 
this card, are four spaces for recording 
when a particular order was shipped. 
If all items ordered are 
the whole consignment 
same time, only the first space is used. 
If some of the items have to be back- 
other 
card 


in stock, and 
leaves at the 


ordered, one or more of the 


spaces are used. In either case, 
shows when the shipment or shipments 
representing a given order were sent 
out, and the method of shipment. 
From the order dispatch desk, the 
shipping ticket goes to a Comptometer 
operator who subtracts the charges for 
any items not shipped, recomputes the 
net order amount, adds taxes and trans- 
March, 1959 
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ULTRA HIGH SPEED 
TAPE ADDRESSING. 


¢ Model 301— 30,000 to 40,000 

addresses per hour. 

Masters are standard punched cards. 

Prints 5 line addresses on %'' tape. 

Standard Model prints addresses to 
2'2'' length and punches holes to 
standard 2'Y4'' centers. 

Continuous loading and unloading of 
card masters. 

Town marking attachment. 

Dimensions of Model 301—19'"' 
wide, 33'’ long, 58’’ high. 


Write for Prices and Detailed Bulletin. 


A PERFECT MARRIAGE... 
Punched Card and Scriptomatic Automation 


Scriptomatic methods combine all the advantages of punched card auto- 
mation and conventional addressing equipment. Scriptomatic offers a full 
range of machines and methods to tie in any punched card system you are 
using or plan to use. Today you can get all the advantages of a high speed, 
fully flexible addressing and data writing system...at a running cost 
differential as amazing as the cost comparison between a card and a metal 
plate. You enjoy not only low first cost but continuing savings in automatic 
file maintenance, filing space, and elimination of duplicate lists. Scriptomatic 
is the system geared to tomorrow... Imagine your punched card system 
flowing through a Scriptomatic machine for selective, flexible, high speed 
addressing. 


Write for case studies and descriptive 
material. Discover now, at no obli- 
gation, if Scriptomatic can 
improve your procedures. 
MODERN ADDRESSING-DATA WRITING 
SCRIPTOMATIC, INC. MACHINES AND METHODS 


306 N. 11th Street, Philadelphia 7, Pa. 


PRINT FROM CARDS...DOUBLE THE FLEXIBILITY...HALF THE COST 
For More Information Circle No. 366 
Tue Orrice-—March, 1959 





Strokes 
of perfection 


Would you like to try one of our 
famous Ticonderoga Pencils? Ex- 
perience the pleasure of writing 
easier, smoother, faster. Pick-a- 
Point that you like best and send 
for one today. 


Leadfast DIXON TICONDEROGA 1388 N©2 | 


Dixon 
Ticonderoga 
Pencils 


always write with 


, 
No. LEXTRA SOFT clean, crisp strokes. 


No. 2 SOFT 
No. 2-5/10 MEDIUM 
No. 3 HARD 

\ No. 4 EXTRA HARD 





Pick-a-Point 


For strokes of 
pure color... 
always use 
Dixon Thinex 
Color Pencils 


D IXO N 


THE JOSEPH DIXON CRUCIBLE COMPANY 
Pencil Sales Division Jersey City 3, N. J. 
Dixon Pencil Co., Ltd. Newmarket, Canada 
Dept. 00-39 
For More Information Circle No. 451 
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portation charges if any, and figures 
the total. This data is entered manu- 
ally. 

Afterward, shipping tickets are ar- 
ranged in ledger sequence. Cenco di- 
vides its accounts into educational, in- 
dustrial, governmental, and miscellane- 
ous categories. The shipping tickets, 
after being sorted accordingly, are 


classified alphabetically by customer. 


Invoices are produced with the aid 
of the Flexowriter and the tape pro- 
duced earlier. The invoice is a five- 
part form. The customer receives three 
copies, the salesman receives another, 
and the final one is kept by accounts 
receivable as a control copy of the 
transaction. The customer’s name, ad- 
dress, account number, and _ similar 
non-varying information appearing at 
the top of the invoice are produced 
automatically by the Flexowriter which 
picks up this data from the tape which 
the typist puts into her machine before 
each invoice is prepared. To prepare 
the rest of the invoice, it is necessary 
only to correct this tape (eliminate all 
backordered items, correct items and 
net charges, and enter tax, transporta- 
tion, and total charges for the ship- 
ment). 

The Flexowriter is programmed to 
stop after printing each line of copy. 
At that time, the operator decides, by 
the keyboard button she pushes, wheth- 
er, on the next line, the machine will 
pick up data automatically off the tape, 
or whether she will enter information 
manually on the keyboard. By looking 
at the shipping ticket, she can deter- 
mine which lines have to be changed, 
and at what point data which are not 
on the tape have to be entered. 


Tue Orrice—March, 1959 


Now the tape, which was punched when 
shipping form was written, automatically 
writes the invoice. Any required changes 
in data are entered manually on keyboard. 


While it is preparing invoices, the 
Flexowriter is also punching another 
tape with selected identification data, 
plus item and price information on 
that portion of the order which has 
been shipped (customer’s name and 
number, invoice number, date of ship- 
ment, total dollar amount, catalog num- 
ber; size, quantity and sales amount 
of each item shipped; tax and transpor- 
tation charge if any; codes denoting 
State, salesman and ledger category). 


This data is obtained either from the 


first tape, or entered on the keyboard 
from the shipping ticket. Both the ship- 
ping tickets and the first tapes are in 
ledger order. Thus, the data on the 
new tape is also in ledger order. One 
output tape holds data on 30-50 ship- 
ments. After being filled, it goes to a 
tape-to-card converter 

The Flexowriter typist’s final job is 
to prepare the shipping documents 
needed for backorders. After each out- 
put tape has filled, she goes 
through the corresponding shipping 
tickets and pulls out those containing 


been 
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Quick copies of 
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anything on paper 


with the new A.B. Dick photocopy duplicator 


““On-the-spot”’ copies of anything printed, duplicated, 
typed, written, drawn or photographed . . . on 
Opaque, two-sided or transparent paper, white or 
colored . . . heavy cardboard, pages bound in books or 
magazines. You can make them in seconds, for pennies, 
with the new A. B. Dick photocopy duplicator. 


Every photocopy is an exact duplicate of the original 
—black on white for easy reading. Completely perm- 
anent, too, with all the handling and filing advantages 
of regular 24-pound paper. For further information— 
or a demonstration—call your distributor of A. B. Dick 
products. He’s listed under Duplicating Machines in 
the classified section of your phone book. Or simply 
mail the coupon. 


AB DICK 


DUPLICATING PRODUCTS 


A.B. DICK Company Dept. 0-39 
5700 West Touhy Avenue, Chicago 31, Illinois 


Please send me more information about the new photocopy 
duplicator that makes “quick copies of anything on paper.” 


Name_ 
Position 
Company 
Address 


City Zone 


For More Information Circle No, 357 
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( ABC COMPANY 
1548 WEST WASHINGTON BLVD 
INDIANAPOLIS INDIANA 


~ABC COMPANY \ 
5679 ST LOUIS AVENUE 
INDIANAPOLIS INDIANA 
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der infrequently. 











items scheduled for future shipment. 
Then she runs off a new shipping ticket, 
packing slip and charge ship (control 
record) for each backorder. These 
forms are handled in the same way as 
those relating to the original shipment: 
the shipping ticket and packing slip 
routed to the stock records con- 
trol section and to the warehouse when 
the backordered items are available, 
while the charge slip is filed by the 
order entry department. 

Cenco uses the same four-part forms 
set for both the original order and the 
backorder. 


are 


In the latter case, the cus- 
tomer acknowledgment copy is usually 
identical also, 
except that the input data is obtained 
from a first or facsimile tape and the 
ticket, 


discarded. Procedure is 


corrected shipping instead of 


from a registry card and the customer’s 
original purchase order. After back- 
orders are filled and shipped, invoices 
are prepared as explained above. Back- 
order data is also recorded on the con- 
tinuous tape generated as a by-product 
of invoicing. 

This tape with information on origi- 
nal and backorder shipments is fed 
directly into the tape-to-card converter, 
and a deck of punched cards is pro- 
duced for each shipment. Each deck 
contains: one accounts receivable sum- 
mary card showing the total dollar 
amount of the shipment; one card for 
each product item with the catalog 
number, size, quantity and item sales 
amount; and two other cards listing, 
respectively, tax and _ transportation 
charges if any. All cards relating to a 
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Noreleo 35 





50% SIMPLER! 





oe .. A ... With two-second magazine loading where others fumble with old-fashioned 
vf hand threading ... with crystal-clear, easy-on-the ear voice reproduction where 
— Wee ro / others require nerve-racking concentration... the new Norelco ‘35’ makes it at 
least 50% simpler, easier and pleasanter to give and take office dictation. En 
gineered by Philips of the Netherlands, world’s largest electronics concern out 
side the United States, the Norelco ‘35’ represents the sum total of modern 
scientific knowledge as applied to the simplifying, streamlining, ruggedizing and 
“foolproofing” of moderately priced dictating equipment. Prove to yourself that 
the Norelco ‘35’ makes all other dictating machines in its price class obsolete 
Ask your dealer for a free demonstration at your office, without any further obli- 
gation on your part. 


Check these NORELCO ‘35’ features 
against any other dictating and transcribing machine at any price: 


, Magazine Loading — True-Fidelity Sound — 
SIMPLER“ fumble-proof, jam-proof prevents fatigue in transcribing 
; : : Automatic Counter — 
TO CARRY ag greet gree —— - extra accurate; pinpoints words 
eNO ON COR 508 Modern Decorator Styling — 
Easy Portability —only 8 Ibs. blends with any decor 
Only 5 Controls —for all functions: dictating, playback, fast-forward, fast 
rewind, quick-review, Quick-erase, and stop 
Full Line of Accessories Available — headset, earpiece, typewriter control, foot 
control, telephone attachment, conference loudspeaker, log pads, micro 
phone, carrying case, etc. 


TRANSCRIB 


NORTH AMERICAN PHILIPS CO P INC., Dictating Equipment Division 

230 Duffy Avenue, Hicksville, Long Island, N. Y. 

m In Canada: Known as the ‘Philips’ dictating machine, 
fauipwe’ Distributed by Philips Industries Ltd., 116 Vanderhoof Avenue, Toronto, Ont 


4 With just five simple controls where comparable machines use as many as ten 


given shipment are keyed together by 
invoice number. 

The cards are next fed into a tabu- 
lator which prepares a listing of each 
invoice showing the total amount, sales 
amount, tax and transportation charges. 
The latter three amounts are subtracted 
from the first one in each case and the 
result, which should be zero, prints in 
What this operation 
machine 
check of the Comptometer calculation 
performed on the shipping ticket before 
the invoice was run off. The tabulator 
listing thus becomes a proof sheet. Be- 
cause each invoice is listed separately, 


a proof column. 


amounts to, of course, is a 


any discrepancy can be easily traced 


and corrections made on the corre- 
sponding invoice and tab cards. 
After the day’s invoicing operations 


are verified, the cards are sorted. All 


TAILORED 
AUTOMATION 


accounts receivable cards, all sales 
analysis, tax and transportation cards 
are mechanically separated. The sales 
analysis cards are merged with a mas- 
ter deck containing unit cost informa- 
tion on these same items. The merged 
deck is run through a 602A calculator 
which computes the cost of each item 
by multiplying the unit cost figures (on 
the master card) by the quantity figure 
(on the corresponding item card), and 
punching the result — the cost of each 
item shipped — on the item card. The 
calculator also compares item price and 
item cost automatically. If the second 
figure is higher than the first, it punches 
the item card accordingly. All cards 
are segregated afterward so that they 
can be analyzed. 

Once the sales analysis cards are 
processed, Cenco is ready to use them,’ 


(Continued on page 250) 


Your present machines 


Do more work... 
AUTOMATICALLY! 


The new low cost Systematics C 749 Tape- 
to-Card Converter allows your present 024 or 


026 punch to produce punched cards auto- 
matically from 5, 6, 7 or 8-channel punched 
tape. Card punching is selectively controlled 
by changeable plugboards of unmatched ver- 
satility and flexibility. Your card punch al- 
ways remains available for manual key-punch- 


ing. 

For descriptive literature on the C-749 
and other Systematics converters — 
CARD to TAPE and TAPE to TAPE 
—which will standardize your inter- 
machine communications, write today: 








| 
Systematics Oye. 


60 East 42nd St.. New York 17, N. Y. 


For More Information Circle No. 292 
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ELECTRONIC 


The First and Only Systems Duplicator that 


AUTOMATES YOUR HANDLING OF 


— back orders — order-invoicing 


— breakdown of parts lists — sales analysis 


— production control — purchasing 


With Ormig Electronic only one writ- 
ing of the order is needed and from it 
part shipments are selected and invoiced. 
At the same time, back order copies are 
prepared to keep customers advised of 
the remainder of their order not yet 
shipped. When shipment of a back order 
is ready, the same master is used and 
from it Ormig Electronic will select only 


COPY- CRAFT inc. 


the items to be shipped and invoiced. 
This eliminates rewriting and recheck- 
ing, thus reducing overhead costs. It 
steps up efficiency and customer satis- 
faction by speeding shipping documents 
and invoices. From one writing of the 
order, we also obtain sales analysis and 
stock control on single item tickets, to tie 
in with punch or Keysort card systems. 


Franchise available in many cities for 
qualified dealers with systems background 


Dept. 0£-39, 105 Chambers St., New York 7, N. Y. © BArclay 7-4150 


CARBON PAPER ANDO RIBBONS - 


DUPLICATING. PHOTOCOPYING AND 6YSTEMS MACHINES AND GUPPLIES 


For More Information Circle No, 234 
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How to Buy Business Forms 


RAY MARIEN, Forms & Procedures Manager, 
Olin Mathieson Chemical Corp., New York 


O PRINTING BUYER can be ex- 
N pected to purchase printing prop- 
erly unless he is furnished with a 
complete set of specifications. A mere 
copy of the needed form is not enough. 
All too often, however, that is about 
all the printing buyer receives with the 
requisition for purchase—a copy or two 
of the form, sometimes only a rough 
sketch. Later, when a forms control 
program is installed and the gross over- 
expenditures for printed forms comes 
to light, the printing buyer usually gets 
more blame than anyone else. 

He should not be the scapegoat. 
Equipped with nothing but form sam- 
ples or sketches, and too hurried to 
work out some sort of specifications, he 
leaves that vital matter up to the sales- 
man. The result may be needlessly ex- 
pensive forms. 

Those who buy machinery, raw ma- 
terials and other commodities are 
usually given close specifications to 
work from. The printing buyer is given 
nothing but the incessant demand for 
“rush” printing. Most of this “rush” 
work generally sits on a stockroom shelf 
for weeks after it Naturally, 
“rush” work can be bought only at a 
premium which, when added to the 
already high costs, puts the price out of 
Specifications are important and 


arrives. 


sight. 
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essential! to economical forms buying. 
Whether the form is a simple one-page 
affair on inexpensive stock, or an elab- 
orate 12-part specialty form with trick 
construction, it should not be ordered 
without a complete set of printing speci- 
fications (See Fig. 1). This affords an 
equal chance to all bidders. When they 
all quote on exactly the same thing, 
price and delivery are the only factors 
left for consideration. 

To prepare intelligent, workable 
printing specifications, a knowledge of 
several phases of the graphic arts is 
mandatory. One must know the vari- 
ous kinds of paper, grades and weights; 
bindery operations (which cover a mul- 
titude of things including punching, col- 
lating, scoring, folding, padding and 
cutting as well as plain binding) and 
the three major printing processes. 

Four kinds of paper are used in most 
forms printing: bond, ledger, manifold, 
index bristol. Bond is probably num- 
ber one insofar as forms usage is con- 
cerned. It is primarily a top quality 
writing sheet, has good erasing quali- 
ties and prints well. Its chief asset is 
its carefully sized writing surface be- 
cause, above all, forms have to be writ- 
ten on, either by hand or machine. 

Rag content papers can be bond pa- 
pers, but so can sulphite papers. Most 
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Fig. 1. A typical forms specifications sheet. The above sample covers a complicated 
form for an automatic data processing installation utilizing Teletype transmission. 
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SHIP and 


BILL with a single form 


Whether you ship by rail, parcel post, 
express, air, this one Baltimore Business 
Form does the complete shipping and 
billing job... all with a single typing. 


And NOW you can include the Address 
Label too, with the miracle of new Nashua 
DAVAC® adhesive labels—that never 
stick in the typewriter—but never “‘let go” 
when on the package. With DAVAC adhe- 
sive label included in your Shipping and 
Billing form you eliminate any additional 
typing. 

You can realize immediate cash savings 
through reduced typing time, elimination 
of errors and a streamlined billing and 
shipping operation. 

For FREE samples and advice on prac- 
tical business forms, call your Baltimore 
Business Forms representative (listed in 
the Yellow Pages) or write direct to: 
BALTIMORE BUSINESS Forms Co. 








Baltimore Business Forms 


THE BALTIMORE BUSINESS FORMS COMPANY 
3144 Frederick Avenue, Baltimore 29, Md. 


For More Information Circle No. 452 
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forms are printed on 100% sulphite 
stock which is tough and as permanent 
as most form paper need be. From an 
economy standpoint, it saves money 
while doing an efficient job. 

Ledger paper is virtually the same as 
bond except it is heavier and naturally 
more expensive. It has superior erasing 
qualities because of its harder finish and 
extra weight and is generally used for 
accounting and other forms subject to 
much handling as well as erasing. 

Manifold is a_ lightweight paper, 
sometimes called onionskin or tissue. 
Its virtue is its thinness, which enables 
you to obtain a substantial number of 
copies through the use of interleaved 
carbon paper. Because its lack of bulk 
takes away from its strength and erasing 
quality, it should not be used as a top 
sheet in a multi-part set, but can be 
used for succeeding copies. It comes 
in several finishes: cockle (rippled and 


bulky), smooth (standard finish) and 
glazed. Each has its particular use and 
the three sheets may all weigh exactly 
the same, but bulk up at different thick- 
nesses. The trend today in continuous 
and snap-out forms (that require an ex- 
cessive number of parts for systems ap- 
plications) is toward the supercal- 
endered (glazed) sheet. It is extremely 
thin and surprisingly rugged. Multipart 
forms of up to 15 or 16 parts can be 
had by using this manifold finish. 

Index bristol gets its name from the 
fact that it is often used for index cards 
and is a heavier stock than ledger paper. 
It has a rigid body, good writing and 
erasing surfaces and stands up stiffly 
in a file drawer. 

Sulphite papers are made in four 
grades: Nos. 1, 2, 3, and 4; top grade 
being No. 1 which usually costs about 
20% more than a No. 4 sheet and con- 
sequently is finer. Most flat, cut forms 


STANDARD PAPER WEIGHTS FOR FORMS PRINTING 








TYPE MANIFOLD 


BOND 


BRISTOL 
INDEX 


LEDGER 





MILL SIZE 17? 22" 


ivy’ ita 


17¢! x 224 254"! x 304%"! 





BASIS WEIGHT 


IN 
FOUNDS 


sa; $5, 
15*, 16, 


24, 28 
32, 36 


90, 110 
140, 170 


20, 24 














#1, #2, #3, #4 SULPHITE 





25%, 50%, 75%, 100% RAG 

















The choice of paper weight depends upon such factors as the number of copies to be 
made, handling involved and the rigidity required for filing purposes. 

*12 Ib. and 15 Ib. are weights of roll paper used in rotary web-fed forms printing, and are 
not normally available for sheet-fed printing. 
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Reynolds & 
Reynolds Sales 
Representatives 


NEW ENGLAND 
CONNECTICUT, FAIRFIELD: J. M 
ashar, D. Savard, CL 9-5204, 
MASSACHUSETTS, CAMBRIDGE: N. 
E. Duehring, W. W. Pearse, S. Straghan, 
UN 4-7044; PALMER: C. Windholz Jr., 
PA 946. 
RHODE IpLASD. ideas & 
O'Connor Jr., ST 1-334 
MIDDLE aetna 
NEW YORK, ALBANY: O. Miller, 
FALO: H. H. Poulton, 
CI 3606; NEW YORK: W. Fox, C. F. 
Roeder, L. Straight, C. H. Swanson, H,. 
W. Wishart, G. E. Dorry Jr., R. Constant, 
TR 3-5418; ROCHESTER: E. A. Reyn- 
olds, HA 6-2747; SYRACUSE: J. Gorton, 
HO 3-4802. 
PENNSYLVANIA, NARBERTH: P. 
Burke, D. Gross, T. McKay, MO 4-6190; 
PITTSBURGH: W. G. Fischer, D. R. 
Hixenbaugh, MO 1-0467: WEST READ- 
ING: J. L. T. Aiman, FR 6-1132. 
NORTH CENTRAL 
ILLINOIS, CHICAGO: W. G. Daniel, 
G. H. Dengler, E. J. Endzel, S. C. Morrey, 
SU 17-6740; PEORIA: B. Crismore, 
92-7322. 
INDIANA, FT. WAYNE: W. J. Dyk, 
AN 9459; INDIANAPOLIS: R. D. 
Brown, A. Wisner, WA 6-5605; MUN- 
CIE: H. M. Chaddock, AT 23312. 
IOWA, DAVENPORT: B. Hassel, 6-2933. 
MI CHIGAN, DETROIT: P. E. aetenger 
H. Taylor, T. E. Weaver, E. 
Williams, BR 3-9616; GRAND RAPIDS: 
J. Zimmer, GL 1-3162. 
MINNESOTA, ST PAUL: J. K. Annett, 
M Bozenich, MI 5-5 
; KANSAS CITY: J. Orwig, 
Kleban. BA 1-1817; ST. LOUIS: J. L. 
McLeod PA 6-1188 


» OMAHA: L. L. Rentschler, 


AKRON: Given, FR 6-8621; 
CINCINNATI: E. 5 oie. AV 1- 3068: 
CLEVELAND: L. M. O’Connor Sr., 
R. E. Lee, UT 1-6525; COLUMBUS: 
L. M. Price, HU 86534; DAYTON 
R. G. Butcke, N. F. Gregg, i. 1 Rae all 
x i Heilig, BA 4-3831: TOLEDO: 

O. Sullivan, GR 4-5365. 
WISCONSIN. MILWAUKEE: A. 
Jennrich, C. G. Langheck, BR 3.6320. 
SOUTH ATLANTIC 
ELORIDA, PASR ON vELLS: to 
Hassel Jr., EV 7-1 ‘ 

ATLANTA: G. H. Fowler, 

Smith, cA 2-3377. 

MARYLAND, BALTIMORE: G. E. A. 
tewart, -5766; SILVER SPRING: 
T. Wisner, JU 9-3080. 

, CHARLOTTE: B. 
R. Wilson, ED 4-9425. 


VIRGINIA, RY RICHMOND: W. G. 
rcher, -5625. 


WEST VIRGINIA, HUNTINGTON: J, 
H. Holliday, JA 5-8468. 


SOUTH CENTRAL 


ALABAMA. BIRMINGHAM: M. H. 
Reisinger, FA 3-3769. 
2N 4 LOUISVILLE: a. B 
ughes, Mg 
NEW ORLEANS: E. M. 
rooks A 5-4513; SHREVEPORT: 
» Martin, 65-3194. 
OBLAHOMA, OKLAHOMA CITY: C. 
artin, FO 5-3021; TULSA: F. Pontious, 


WE 9-5508 

TENNESSEE, MEMPHIS: R. G., 
Thompson, BR 2-2912; NASHVILLE: 
G. W. Sisk, AL 6-8851. . 

TEXAS. CORPUS CHRISTI: B. G. 
Heim, TU 3-5261; DALLAS: G. B. 
Shafer, H. W. Secker, C. Stewart, FL 
7-4627: HOUSTON: G. B. Haggott, R. F. 
Hendrix, JA 4-2405; LUBBOCK: B. 
eat PO 3-1261; SAN ANTONIO: 

. D. Gaston, PE 2-5161. 

pel NTAIN 
COLORADO, DENVER: R. J. Folkman, 
AC ‘2-5440. 

PACIFIC 

CALIFORNIA, LOS ANGELES: J. A. 
Cook, L. “Despie, J. Drummond, T. 
Gowran, T I. McKee, A. W. Skelton, 
NO 3-2251; OAKLAND: B. J. Lund- 
quist, TE 2-7156; SACRAMENTO: D. 
Drake, GI 3-5019; SAN BERNARDINO: 
A. G. Cundiff, TU 9-3191; SAN DIEGO: 
J. R. Greene, CY 5-3508; SAN FRAN- 
CISCO: H. F. DuPre, KL 2-2648; SAN 
JOSE: B. Keagy, CY 3-1138. 


OREGON: PORTLAND: A. Bouchard, 
A 3-5924. 


» SEATTLE: W. E. 
Booth, -5790. 


For More Information Circle No. 295 
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If you’re 


“out to sea’’ in 


Paper work... 


get on solid ground by consulting one of Reynolds 
& Reynolds expert representatives! They’ve helped 
hundreds of large and small companies simplify 
paper work procedures. Reynolds & Reynolds will 
design business forms to meet your own particular 
requirements and coordinate these special forms 
into an integrated system which will streamline 


your entire office procedure. Reynolds & Reynolds 


eC. 


systems are made up of custom-tailored payroll 
checks, voucher checks, purchase orders, invoices 
inventory records, production records, letterheads, 
envelopes, customer statements, machine account 
ing forms, bills of lading, journals and ledgers to 
mention a few! 

Let a Reynolds & Reynolds representative go 
over your paper work with you... . no obliga- 


tion! See list on adjoining page ... call today! 


The Reynolds & ae Comapeny 


ea seats tla Be ea 
apt 


DAYTON, OHIO ¢ CELINA, OHIO 


DALLAS, 


TEXAS © LOS ANGELES, CALIFORNIA 


BUSINESS FORMS AND 
SYSTEMS SINCE 1866 


Also manufacturers of Post-Rite 
Pegboard Accounting Systems 


For More Information Circle No. 295 
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are printed on No. |! or No. 4. Con- 
tinuous or snap-out forms as a rule are 
on No. 2 sulphite. The choice in grades 
depends on such things as permanence, 
handling of the form, erasibility re- 
quired, etc. Papers come in mixtures 
of rag and sulphite of 25%, 50% and 
75% 
their exceptional strength and limitless 
existence make them well fitted for a 
limited type of form, such as certificates 
and prestige documents. They are 
widely used for external correspondence 
by many companies because the words 
“rag paper” have come to stand for top 
quality stocks and to many people they 
are a Conspicuous example of “the best” 
in paper and therefore belong on the 
company’s letterheads. 

There are other kinds of paper used 
for forms, such as tag stock, duplicator, 
“carbonless” copy paper, and others. A 
competent forms man or printing buyer 
should acquaint himself with their pos- 
sibilities and should specify them when 
the need arises. 

In writing the form printing specifi- 
first usually 
given to the selection of paper.. (See 
Fig. 2.) Next come the printing and 
binding specs. Both the grade and kind 
of paper as well as the weight and color 
should be spelled out, as for example: 
“No. 4 sulphite bond, 16 Ib., white.” 
Then give the trimmed size which is 
the finished size of the form. The 
trimmed size of a snap-out form in- 
stub. A form that is 
8'42”x 11” after being snapped apart 
presumably had a 
trimmed size was either 812” x 1134” 
or 11%x9%” depending on the po- 
sition of the stub. 


rag as well as 100% rag. Here 


cation, consideration is 


cludes the 


[WANLA 


% stub so its 


122 


In specifying margins, it is only 
necessary to name the top and left ones. 
The other two are thus automatically 
established. Unless you are providing 
for punching or other binding, it is 
usually simplest not to specify a left 
margin, but instead to stipulate “center 
right to left.” This assures you of a cen- 
tered form. Occasionally paper is cut 
slightly under or over size and, if you 
adhere to a rigid left margin, you are 
liable to find your form off center in 
these This also applies to 
back margins on a two-sided form. Re- 
member, if a form has a wide left mar- 
gin to allow for punching, the specs 
for the reverse side should call for a 
wide right margin. 

Black ink should be specified wher- 
ever possible as it is cheaper and more 
legible than colored inks. If colored 
inks are specified and a particular hue 
is desired, ink samples should accom- 
pany the specs, or an ink number from 
a particular manufacturer should be 
listed to avoid disappointment. 

The grain of the paper should be 
specified only when there is a definite 
reason for doing so, such as in a form 
going into a vertical file, where it is im- 
perative the grain run up and down to 
keep the form from buckling. Also on 
folded stock, it helps to have the grain 
running the same direction as the scor- 


instances. 


ing or fold. 

Registration means that all parts of 
the form fit exactly over one another, 
so that when the first copy is written 
on, the impression goes through all 
copies in the exact same area. There are 
three ways to check registration: (1) 
by writing on form to see if copies 
line up; (2) by holding the set up to a 
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At Lost... 


THE MIRACLE OF 
GEANLINESS Nf 


asisis te 7 


SMIRACLEANS 
Heesean weiel 
CARBON MASTER 


HMandatd 


You are invited to try || 
a free sample Standard 
Miraclean Carbon Master 
Unit. Here for the first time 
is a unit in purple or black 
with a clean edge on all 
four sides. You might call it 
a picture frame unit, framed 
all around by clean paper. 
There is no exposed carbon 
edge, no carbon dust to 
transfer stains when an 
operator handles the unit. 


Standard Miraclean Car- 
bon Units offer all the 
advantages of the spirit: 


process. They work on all ; 
STANDARD DUPLICATING MACHINES CORP., Everett 49, Mass. 


fluid duplicating machines. 
(_) Please send free trial sample Miraclean Purple Unit 


For new esprit de corps in 
your duplicating depart- LJ We are especially interested in a sample of black. 





















































ment, you'll want Standard | Name _ 
Miraclean.Send the coupon j  cireoy 
for a free sample and see OO 
Le ee 
for yourself. 
State — 
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~ 


eae Wea 18 EES hes) 


Lithographed tabulating, or snap-a-part state- 
ments... voucher checks .. . and many stock 
forms for every type business... on NCR 
Paper or Carbon-Interleaved, competitively 
priced. 
e 1-day processing e 24-hour operation of high 
speed 3-color lithograph presses e accurate re- 
production of logos, photos, ete., including 
tricky halftones. 
No extra charge for unusually fast delivery 

We run day and night 
For the name of your nearest Modern Business 
Forms distributor, write, wire or phone 


moclern 


BUSINESS FORMS 
MANUFACTURING COMPANY 
333 West Court St., Cincinnati 2, Ohio 
Phone: GArfield 1-7111 Telefax FBD 


For More Information Circle No. 202 


CONTINUOUS 
FORMS 


— 


FOLD OVER 
(SR-1) 
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strong light to check the register; (3) 
by sticking a pin through any crossed 
lines on the set and opening the form 
up to see if the perforation is in the 
same position on all parts. 
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should be 
used only on forms for control pur- 
poses (purchase orders, bills of lading, 
payroll checks, etc.) where missing 
numbers have to be accounted for to 


Consecutive numbering 





FUNCTIONAL FILE INDEX CROSS REFERENCE 


FUNCTIONAL FILE INDEX CROSS REFERENCE 


FUNCTIONAL FILE INDEX CROSS REFERENCE 


FUNCTIONAL FILE INDEX CROSS REFERENCE 


Fig. 3. Layout of a four-up form ready for camera. The plate made from this artwork 
will print four copies of the form with every press impression. The forms are cut apart 


after printing. 


prevent misuse. In too many instances, 
however, forms are numbered out of 
sheer force of habit, when it 
pletely unnecessary as the number has 
no particular significance. Such a use- 
less extra sometimes adds to the cost 
unnecessarily. 

Forms should be padded wherever 
possible in 50’s or 100’s, with chip- 
board backing. They handle better, store 
neater and last longer on the shelf than 
loose Sometimes 
padded in 25’s. I have even seen them 
in pads of 12, but this seems to be 
overdoing it as the padding would cost 
almost as the forms. If the 


is com- 


forms. forms are 


as much 


126 


form is to be prepared in duplicate or 
triplicate, you can specify that several 
sheets of carbon paper be included in 
the back of each pad to facilitate mak- 
ing copies. This costs extra, but is often 
cheaper than hunting around for car- 
bon paper or using an expensive type- 
writer carbon. 

In specifying wrapping, give consider- 
ation to the ultimate use of the form. 
If, for example, a form is going to be 
used in great quantities at only a few 
locations, you might have ten pads of 
100 forms banded instead of wrapped, 
and ten of these bundles packaged to 
make a unit of 10,000 forms. This 
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Are you using expensive papers for 
the jobs Cooper R’S Cay E does best? 


SAVES 


by using the 
new 
Cooper's Cave 
papers! 


For those offset, mimeo and duplicator jobs, inter- 
office forms and direct mail where you've got to 
cut costs without sacrificing quality Cooper's 
Cave papers are the only logical choice 


Finch, Pruyn’s recent development of The Blue 


Chip Formula* makes the new Cooper's Cavi a 
papers .. Blue Chip Formula is Finch, Prayn’s name 
remarkably opaque, printable, r its new blend of groundwood pulps and hard 

uniform and easy to handle. a, —- has + ne meas 


wt th pr 


You'll save on initial paper costs and on printing 
production costs and gain in satisfaction from 
hetter-looking work, CLIP THIS COUPON TODAY — GIVE IT TO YOUR PRINTER 
PAPER SUPPLIER OR MAIL IT TO US 


TEST THEM . . . YOU'LL AGREE po sal a i a 


Ask your printer or paper supplier for * FINCH, PRUYN & CO., INC 
sumples or write directly to us for the name oe Glens Falls, N.Y 

of our nearest distributor, See wh 

America’s leading co | want to see samples of high que 
on Cooren’s Cave paper 


sal = ind keep quality up rae COOPER'S CAVE OFFSET cor S CAVE MIMEO 8¢ 

FINCH, 4% IMPACT OFFSET oor S CAVE DUPLICAT 
7 >» r Brand-new, 4 pastel colors! 

( PRUYN castles Gaus Gouin Wei and 4 can. Wetled eset 


OFFSET * IMPACT OFFSET * BOND * MIMEO BOND * DUPLICATOR 
FINCH, PRUYN & COMPANY, INCORPORATED ° GLENS FALLS, NEW YORK 
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would be perfectly satisfactory under 
those conditions of usage. If, however, 
just a few a year were used at many 
locations, you might want them 25 or 
50 to a pad, packaged in five-pad lots. 
It all depends on how many of the 
forms are used at the destination. Pad- 
ding and wrapping costs are extras and 
they should be suited to conditions. All 
packages should have standard labeling 
at one end to indicate the quantity, form 
name and number, form numbering if 
any 
tion. An example would be “600 Pur- 
chase Orders, Form NY-77, 7-part 
snapouts, numbered OOO0O1 to 0600.” 
This is usually referred to as “standard 
labeling.” 

Punching specifications should in- 
clude the number of holes, their diam- 


and other essentials of identifica- 


eter and shape, the distance center-to- 
center between holes and the measure- 
ment in from the specific edge of the 
paper to the center of the holes. 
unusual punchings, samples should be 
provided. 


For 


Perforations should be care- 
fully explained with the measurements 


Fag 


in from the edge of the paper and the 
position. Do not specify a particular 
kind of hole, unless you have good rea- 
son for doing so. Simply accept the 
kind the printer has available. 

When punching is required, wherever 
possible it should be specified to fit 
standard ring and post binders. Order- 
ing off-standard hole sizes or spacing 
may require special binders costing 
more than standard binders. 

Round-cornering is often used on 
ledger stock or index cards to prevent 
them from becoming dog-eared from 
excessive handling. Stipulate the radius 
of the required round-cornering as well 
as the number of corners to be rounded. 

With all the possibilities considered 
in an all-purpose specification sheet, it 
area to 
cover “special items 
that cannot be set forth in the standard 
specifications areas. Here you would 
place such detail as unusual collating 
or perforating, spot or stripped carbon, 
feather-edged carbon or special bindery 


is still necessary to have an 


instructions” or 


features, and everything that must be 


=O) 
ba 


per 
acoldlinduadieescs oe 
< Co 








a me | 
a> 





Fig. 4. Letterpress plate (left) and action of a flatbed cylinder letterpress. 





al 


Fig. 5. Offset plate (left) and action of an offset press. 
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Cut Billing Paperwork 75% with Cromwell's 


NEW Sin 


7 COMBINATION 


STATEMENT-LEDGER 


Cromwell's new 5 in 
1 combination state- 
ment-ledger form re- 
duces billing paper- 
work to less than one- 
quarter of usual meth- 
ods, One 5-part NCR 
(no carbon required) 
form provides four 
monthly statements for 
customers and accur- 
ate ledger card for of- 
fice use, Forms can 


be posted by hand, 
typewriter or billing 
machine, THREE 5 in 
1 FORMS HANDLE AN 
ENTIRE YEAR'S 
BILLING! 


FREE! 


Samples of the 
5 in 1 form, 

and Cromwell's 
complete catalog 
of time-saving 
efficiency forms 
sent on request 
with this coupon. 


SEND TODAY ! 





ee ee 


VOUR FINS NAME 
000 MAIN AVENUE 
Your TOWN. USA 
THAPHOME 12345 





ledger Card 


CROMWELL PRINTERY, INC. i 
CHURCH AT BLEECKER, ALBANY 1, NEW YORK ff 


Please send me without obligation; samples and complete 4 
information on 5 in 1 Statement-Ledger Forms. 


NAME 
COMPANY 
ADDRESS 
CITY & STATE 


For More Information Circle No. 447 
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Fig. 6. Special forms are used on machines such as tabulators and Teletypes. 


added in writing to assure the vendor 
has complete specifications for the job. 

Most forms are printed by two basic 
processes: letterpress or offset (relief 
or planographic printing). A_ third 
method called engraving (intaglio) is 
used for high quality business cards 
and letterheads and is seen in invoices 
on rare occasions but, in general, we 
are primarily concerned with the first 
two. 

In the last 20 years the swing in 
forms printing has been heavily to offset 
(also known as lithography or photo 
offset) which is based on the principle 
that oil and water do not mix, while 
grease attracts grease. The printing 
plate can be read like a piece of paper 
as contrasted to letterpress printing in 
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which the plate is made from raised 
type and is set backwards (in reverse). 
The image to be reproduced is photo- 
graphed and transferred to a metal off- 
set plate treated so that the printed sur- 
face will attract ink and the non-print 
areas will repel ink. When the plate is 
inked and pressed against another sur- 
face, the image is transferred. This 
process is called “offset” because the 
plate usually is impressed on a rubber 
cylinder, to which it transfers its image. 
This rubber cylinder transfers the image 
to the paper. Thus, it is not a direct 
printing process, from plate to paper. 
The use of the rubber blanket to trans- 
fer the image explains why it prints an 
image exactly as on the plate, and not 
in reverse. It goes from positive to 
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. Helps you get 
figures faster 


If your daily records require the 
tabulation of job tickets, 

time cards, sales slips, checks, 
orders, coupons, etc. — youcan get 
your totals faster and more 
accurately with a Tickometer. : 
And at a considerable saving 

in time and work. 


e A Tickometer counts eight times 
as fast as an experienced office 
worker can count by hand... at 
speeds from 400 to 1,000 items a 
minute — handles anything from a 
ticket stub to a ledger sheet. It gives 
partial amounts or totals, can be set 
for a predetermined count. Doesn’t 
get tired, bored or careless, and is so 
accurate that banks use it to count 
currency! Has automatic feed, stops 
for damaged items, is easy to operate. 
e With optional accessories, the 
Tickometer also imprints, marks and 
codes; can sign and endorse checks; 
and can do consecutive numbering. 

e A Tickometer, even with occa- 
sional use, can show big savings in 
time and costs, free office people for 
more important work, and bring extra 


—— -Bowes 


aTICKOMETER 


Counting & Imprinting Machine 


Made by the originator of the postage 
meter .. . offices in 121 cities 
in U.S. and Canada. 





convenience and efficiency to many 
departments. Can beboughtor rented. 
e Ask the nearest PB office for a 
demonstration.Orsend coupon for free 
illustrated booklet and case studies. 


ee SS ae ee eee 
PITNEY-BOwES, INC. 

3447 Walnut Street 

Stamford, Conn. 

Send free Tickometer booklet and 
case studies 


Name 


Address _ 


amen meen meenenel 
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NEBRASKA 


SALESBOOK CO. 


about the business forms. 
you are using? | 


and use? 
Do they make a good impression 
Do they benefit every person 
handling them? 


We know that forms designed 
and manufactured by us will 
give you a "YES" to every 
question. 
Let your Nebraska Salesbook 
representative analyze your 


needs and show you our... 


© READY-RITE 


snap-outs . . 


© KOPY-FLO 


continuous forms 


@ MANIFOLD 


salesbooks 


General offices and factory at 


Lincoln, Nebraska 
DIVISION OFFICES: Denver, Des Moines, Chicago, 
Minneapolis, Kansas City, Wichita, Little Rock, 
Memphis, Phoenix, Albuquerque, Montgomery, 
Omaha, Miami, New York City, Los Angeles 
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negative (on the blanket) and back to 
positive on the paper. In letterpress, 
the printing is done by direct contact 
between plate and paper. 

Some advantages of offset over letter-° 
press for forms work are: flexibility in 
platemaking and copy, ease of plate 
handling and plate storage, and exact 
linespacing and rules through photo- 
graphic reproduction. Letterpress has 
some advantages, too, in forms work. 
For forms primarily text in content, 
such as lengthy terms and conditions of 
sale, it is neater and cheaper to set 
them on Linotype and print directly 
from the type. In offset, a plate must 
be made from reproduction proofs of 
the type. Numbering on the press is 
an advantage of letterpress printing 
although offset presses can be equipped 
with numbering heads. There are vari- 
ations of these two basic methods such 
as rubber-plate letterpress and direct 
offset. 

A few forms con- 
structions were relatively simple, yet 
all forms were purchased outside be- 
cause they could not be printed in the 
office. Now, with internal printing de- 
partments handling almost all of the 
same type of printing that was bought 
outside 30 years ago, the dollar volume 
of printing purchases has risen, instead 
of falling, and quite steeply at that. 


decades ago 


This can be easily explained. In re- 
cent years systems and procedures ex- 
perts have come into their own. Busi- 
ness methods have been streamlined 
and machines now do practically every- 
thing in the office that was done manu- 
ally years ago. Today’s experts have 
created the forms to match their ma- 
chines. The results are complex, expen- 
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THe Orrice 


thanks to automatic XKEROGRAPHY... 


A. Z. Mellon, left, supervisor, reproduction department, at Westinghouse jet engine plant, Kansas 
City, and O. D. Lambirth, section engineer, examine a series of offset paper masters that emerge as 
a continuous roll at the rate of 20 feet a minute from the XeroX Copyfio 11 continuous printer, 
background. The Copyflo printer has cut Westinghouse's average cost of preparing a master from 
40 to 8% cents, and saved additional time and money in other paperwork duplicating applications. 


Westinghouse of Kansas City saves $35,000 yearly 


A XeroX® Copyflo® 11 continuous print- 
er—automatic xerography at its brilliant 
best—has reduced the cost of preparing 
offset paper masters by nearly 80°, and 
stepped up reproduction capacity 25 
times at the Westinghouse jet engine 
plant, Kansas City. 

In so doing, the Copyflo printer is 
turning out clear, high-quality, paper- 
work reproduction at a faster rate than 
the division ever attained previously by 
any other method. 

A Copyflo continuous printer is an 
automatic copying machine operating on 
the electrostatic principles of xerography 


to produce dry, positive prints or offset 


paper masters ready for immediate use. 
The prints or masters—in enlarged, re- 
duced, or the same size—emerge from the 
printer at the rate of 20 feet a minute on 
a 2,000-foot continuous roll 11” wide. 


WRITE for proof-of-performance folders. 


HALOID AEROX INC. 
59-218X HALOID STREET, ROCHESTER 3, NEW YORK 
Branch Offices in Principal U.S. and Canadian Cities 


HALOID 
XEROX 
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“SPEEDY MAC” OFFERS YOU 





» a complete line 
“ of 
machine accounting 
control panels 
and wires 
eves vows sates ee! ‘ 


Q? on sacsres 
under the same 

rigid specifications and 
testing procedures set 

\. up by the manufacturer 


sof your EAM and 
data processing 


i] WSR 
LUG [rant == 


COMPANY = 


HIGH POINT, NORTH CAROLINA 





1 


MAC PANEL COMPANY 
105 GAYLORD STREET 
HIGH POINT, NORTH CAROLINA 


Please send catalog 


line. 


YOUR NAME 
TITLE 

FIRM NAME 
FIRM ADDRESS 
CITY 


and prices on complete 


STATE 
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sive forms which often combine sev- 
eral clerical operations in one. So if 
one type of office machine saves us 
money by enabling us to print our own 
forms, another kind causes us to go 
outside to buy the complicated sort of 
forms needed for its operation. Thus, 
there is no problem as to “inside” ver- 
sus “outside” printing of these fancy 
forms. You have no choice but to buy 
them. 

As a matter of fact, a wise forms 
control man or printing buyer will also 
look long and hard at the output of 
his internal duplicating department. If 
it seems to be turning out too many 
long runs of one form, it is high time 
that particular form was sent outside. 
Long runs are definitely not economi- 
cal on internal equipment. Small off- 
set presses usually have a printing area 


of about 84%2”x 13” or roughly one 


842”x 11” form (the most common 
size). It takes 100,000 revolutions of 
the press to make 100,000 copies of the 
form. Commercial print shops have 
larger equipment. On a_ 17” x22” 
press, they can use a four-up plate with 
four of the exact same images and run 
100,000 forms with only 25,000 im- 
pressions, or four times the speed of 
a smaller press. Press time is money, 
so the outside printer, even with his 
higher rates and profit margin, is still 
far less expensive in this situation. 
The point at which a form should 
cease being an inside job varies not 
only with the company, but with the 
location. In a big city, for instance, 
10,000-15,000 might be tops for an in- 
ternal run. Above that quantity, expe- 
rience with the local market might 
show it to be more economical to buy 
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‘Just pull the tab... 





500 SHEETS 
WHilt 
B'4,%1-5-10M 

SUB 
GRAIN LONG 


NEW E-Z START REAM OPENER 


Only on EASTERN FINE PAPERS. Simple. Practical. Just lift the tab and pull. 

The ream of paper is open. No broken fingernails. No torn or cracked paper. 

Simplifies storage. Ask your local supplier—or write direct —for test packets, 
ATLANTIC BOND . Peat, Bdleomelsl | @ let Bae), wm See t. Slew. ll | tem lel, lem me Beet t. Belomel 2 2.) ms + ATLANTIC OPAQUE 


E . EASTERN FINE PAPERS 


_d EASTERN FINE PAPER AND PULP DIVISION 
STANDARD PACKAGING CORPORATION « BANGOR, MAINE 
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For sealing and mending, smart girls pick 
The strong, clear tape that’s sure to stick 


SCOTCH BRAND 
Cellophane Tape 





That’s the famous M-92 Dispenser she’s using; measures out pre- 
set lengths of tape--saves you as much as % on tape costs! 


“SCOTCH” BRAND Tapes are a girl’s best friend! 


“SCOTCH” is a registered trademark tor the pressure-sensitive adhesive tapes of 3M Co., St. Paul 6, Minn. Export: 99 Park Ave., 
New York 16. Canada: London Ontario. 
KE >>... 
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the forms. On the other hand, in a 
small town or a plant remote from 
large commercial printing facilities, it 
would probably be most practical to 
run up to 40,000-50,000 inside the of- 
fice on internal equipment. 

The calibre of personnel operating 
the company printshop has much to do 
with the amount of printing that does 
or does not go outside. Better company 
printshops are in small towns and out- 
of-the-way locations. There are some 
top-flight ones in the big cities, but the 
higher overhead and salary situation 
there does much to offset their inherent 
advantages. Another factor that merits 
consideration is the use of big city 
ternal printshops for all sorts of rush 
work: mass mailings, advertising liter- 
ature, circular letters, and the like, 


y 
MARKES Originator and Manufacturer of 


AUTOMATIC RIBBON RE-INKERS: (Customer 
large utility company j 
able to reduce an average of 95 r 
than nine. 


of less 


RIBBON AND TYPE PROTECTOR: yo Juced lost n 
through norma! > of type, t 
indefinitely. (Customer 


sions obtained through use 


type bars 
impres 
years. 


For IBM Electric Accounting Machines 407, 408, 409 
Also 402, 403, 404, 405, 416, 417, 418 & 419 


an extent that forms are sidetracked. 
Often the forms are purchased outside 
because the company printshop can’t 
get to them in time to meet normal 
delivery! 

An outside printer with a large press 
has a built-in advantage for long-run 
work, but there is another virtue al- 
lowed him by this equipment. He can 
gang-run a job. If you give him an 
order for 10,000 84%”%x 11” forms 
printed one side in black ink on No. 4 
sulphite bond, he can combine it with 
several similar jobs by making one big 
plate with all the forms on it. He then 
runs 10,000 revolutions and produces 
your lot of 10,000 forms, plus the sev- 
eral other lots for other customers (or 
for you, if you’ve given him that many 
similar jobs). For instance, he can take 
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<q” ARKES AUTOMATIC RIBBON 
For IBM 407, 


AND TYPE PROTECTOR 
408, 409, Patented. 





MARKES NYLON TABULATING RIBBONS, 
Purple): For IBM Electric Accounting Machines, 
402, 403, 404, 405, 416, 417, 418 and 419 


Nylon (Regular) %37'2 inking 
by 2 yds. Nylon (Regular) 37'/ inking 

Nylon (Regular) 37'2 inking 
Nvion (Regular) 37'% inkina 

MARKES NYLON "TABULATING RIBBONS (Black Only) 407, 408, 409 1M. Machines 
(74) One-half dozen 34” by 18 yards Nylon (Regular) 2.30 

(75) One dozen 3%” Ney 18 yards Nylon (Regular) 


(67) One-half doz. 
(68) One doz. %4” 


i ane — doz. v%, ms Ba yds. 


¥4" by 12 yds. 


(Black-Blue- 


$11.94 
$20.88 
$33 = 





$21 60 





We Guarantee Materials and Workmanship to Meet or Surpass the Highest Quality Standards. 


Oo. W. MARKES Manufacturer 
43043 GRAND RIVER — BOX 282, NOVI, MICH. — U.S. A. 


COPYRIGHT 1959 O. W. MARKES MANUFACTURER 
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... that's because | discovered 
Rogersnap's Second Sheets in the new 
“FLIP OUT DISPENSER BOX and the Time 
Cost savings made in production, mate- 
rials, and labor since we started using 
them ... now we're using all Rogersnap 
Stock Forms in these wonderful boxes. 
Why don’t you do the same? Ask for 
them at your stationers ...oh, yes, be 
sure to write Rogersnap for a copy of 
Rogersnap’s Comparative Cost Analysis, 


it's a real eye opener on better office 
efficiency at less cost.” 
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a 20,000 run from you and run it with 
two other runs of 10,000. He sets your 
copy two-up and makes one each of 
the other two jobs, all with 10,000 revo- 
lutions of his press. All sorts of possi- 
bilities come up in gang runs. In fact, 
the printer may even force an order 
into a gang run to gain price advantage. 
He does it two ways. Either he asks 
you to increase or decrease your quan- 
tity to an amount to coincide with other 
jobs he’s ganging or, if you need only 
20,000 and the gang run is for 22,000, 
he'll simply hold on to the overrun and 
either scrap it or attempt to use it as 
part of a repeat order. In either of the 
latter two choices, he’s probably better 
off than running 20,000 on a small 
press, as he can pro-rate his presstime 
over the other jobs. (See Fig. 3.) 

Supposing you order 40,000 two- 
sided forms. The printer has an 8-up 
work-and-turn plate made (assuming he 
has the necessary press size), and sets 
it up with four fronts and four backs 
of the form on one plate. In that way 
he runs 5,000 impressions, turns his pa- 
per around and over and feeds it 
through the press again for another 
5,000 run on the blank side. In this 
way he’s printing the backs and fronts 
in their proper place on the other fronts 
and backs. Please note that he still had 
a 10,000 run for a total of 80,000 
814”x 11” sides whereas, if he had 
made a 4-up plate all fronts, and an- 
other 4-up plate all backs, he’d have 
to run 5,000 of each just the same. The 
trick is that he saved a plate and did 
the job in the same number of impres- 
sions with one plate, even though it 
was a two-sided form. 


The web-fed rotary press is extremely 
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NOW! A NEW DIMENSION IN PHOTOCOPY... 


QUANTITY 


REVOLUTIONARY 
POLYCOPY 
PROCESS 
PRODUCES 
UNLIMITED COPIES 
FROM ONE 
MASTER... 
AT HALF 
THE COST! 


PolyCopies are made by the 
PolyCopier, an accessory 
to existing cquipment. 
Only $79.50. 


CORMAC 


PHOTOCOPY CORPORATION 


80 Fifth Avenue, New York 11, ORegon 5-9310 


Now you can make five, twenty, an 
infinite number of copies—from just 
one master. Each copy is as clear, 
crisp and distinct as the original. File 
the master. Make copies years from 
now. You'll get perfect results every 
time. Copying with the PolyCopy 
process is simplicity itself. You use 
only one sheet. Peel-apart is 
eliminated. Cost of copies is cut in 
half. Copying time is slashed 

all the way. 


Now you can have 
Cormac copy quality—the finest... 
Cormac quantity—the most! 


If you have held off buying a 
photocopy machine because of 
production limitations, hesitate no 
longer. If you have a photocopy 
machine but not a Cormac, 

you can adapt the PolyCopy 

process to it. And—if you owna 
non-phorocopy machine, trade it for a 
Cormac with the PolyCopy process. 
Get photo-sharp, permanent black 
and white copies which skip nothing 
—with the new dimension of 
unlimited quantity! 


The PolyCopy Process is Exclusive 
with Cormac! 


MAIL COUPON, TODAY! 


CORMAC PHOTOCOPY CORPORATION, Dept. 50 
80 Fifth Avenue, New York ll, N.Y. 


! want to see a demonstration of the 
revolutionary PolyCopy process. 
No obligation, of course. 


‘a Send me FREE brochure,"'The PolyCopy 
Story’. 


ee ae 
Title__ 
Company 
Address_ 
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It's U.S.E.’s Columbian® “FIRST CLASS” 
MAILER, printed on both sides with a green 
diamond border and the words First Class Mail. 
It has been approved by the Post Office Depart- 
ment. Your large flat First Class mail won’t 
get sidetracked when you use this envelope! 
Columbian First Class Mailers are also avail- 
able as the Columbian AIR MAILER, with 
distinctive blue and red border and the words 
Via Air Mail on the face. 

The Columbian First Class Mailer is another 
good example of how the United States Envelope 
Company is helping business and industry 
speed operations and reduce costs with the right 
envelopes. 

“Of course, you use these envelopes, but — 


” 


is the 


intriguing title of a book full of profitable 
suggestions. And the Envelope Selector Chart 
shows 70 U.S.E. envelope styles with sizes. For 
free copies of each, pin this ad to your letterhead. 






Springfield 2, Massachusetts . . . Divisions from Coast to Coast. 
U.S.E. makes more envelopes for more people to use in more 
ways than any other manufacturer in the world. Also Paper Cups, 
Transparent Containers and Linweave Quality Papers and Envelopes. 
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economical in operation simply because 
paper feeding is reduced to a continu- 
ous stream of paper running like a belt 
through the press. This has to be faster 
than a method that feeds individual 
sheets one at a time, which has to pick 
up and feed, deliver and stack and so 
on, as compared to the constant stream 
of paper issuing from one huge roll. 
Web-fed rotary is only economical if 
the runs are large. Set-up time is ex- 
pensive and the press runs so fast 
(speeds up to 20,000 impressions an 
hour) that it would not pay to produce 
a few thousand forms this way. There 
is a definite breaking point between 
web-fed and sheet-fed equipment but it 
varies too much to be set down as a 
rule-of-thumb for everybody. In some 
localities 10,000 842”x 11” four-part 
snapout forms may be a web-fed job, 
in others it may require at least 25,000 
before their price can beat a sheet-fed 
price. 

Less experienced buyers may even at- 
tempt to place an order for continuous 
forms with a sheet fed rotary printer! 
Obviously continuous forms have to be 
printed from one continuous roll of 
paper. Another sign of the novice is to 
design a form for a fanfold press and 
specify varying weights of paper. A 
fanfold press prints from only one roll 
of paper which is fan-folded into a 
multi-part form. It has to be all one 
grade and weight of paper. 

A web-fed rotary printer can save 
both himself and the buyer embarrass- 
ment if, when asked to bid on a form 
consisting of four parts, the first 16 
lb. and the rest 13 Ib. bond, he points 
out diplomatically that the buyer will 
get something else for his money. Web- 
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OCCUPATIONAL DISEASES NO. 1 


(presented for a better understanding 
of tab room personnel) 








~ this man ae 
“CUSTOM-FORMS MANIA” 


A tab-man from new Pennsylvania 
# — suffered from ‘‘custom-forms mania’’ 
( /, poor designs he would buy 
’ and the prices were high 
y— $0 they hired a man who was brainia! 








Here’s Clarkson’s Cure... 


“JOB-DESIGNED” FORMS 


@ Clarkson's experienced distributors assist in 
designing forms that bring out the best in 
data processing systems. 


@ They satisfy your needs exactly — offering 
a wide range of custom features. 


Write for name of nearest Distributor 


cLARKSOn 


PRESS INCORPORATED 


A subsidiary of Graphic Controls Corp 


189 Van Rensselaer Street Buffalo 10, N. Y. 
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FOR IMMEDIATE ACTION 
Order Your Stock 


TABULATING and TELETYPE FORMS 
By Telephone—Call ORegon 9-6190 


Available From Stock for PROMPT DELIVERY 
POPULAR SIZES 
AVAILABLE 

ines Per Inch 
8'/, x 5'/2 
6 


Swoooowooocowwoor 


17-25/32 x |i 

Typical examples of our LOW 
prices for under 10 cartons 
: | Part (2500 ctn 

Part (1000 ctn.) 

Part (500 ctn.) 

4 Part (500 ctn.) 

10°, x tt: t Part 

etn.) $3.25M; 2 Part 

(1000 ctn.) $10.70M; 3 Part 

(500 cin.) $17.60M; 4 Part 

(500 ctn.) $24.15M. 


ESSEX SYSTEMS CO., inc. 
274 Madison Ave., New York 16, = * 
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PRINTERS — STATIONERS — DEALERS 
NEW PRICE LISTS JUST ISSUED 


CARBON INTERLEAVED SINGLE SET 
CONTINUOUS & TABULATING 
CUSTOM, STOCK & STANDARD 

FORMS 


DISTRIBUTED THROUGH DEALERS & 
STATIONERS EXCLUSIVELY 


NATIONAL LITHO FORMS CO. 
18423 EUCLID AVE., CLEVELAND 12, OHIO 
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fed forms paper comes in 15 Ib. and 
12 lb. weights. The difference is insig- 
nificant and practically imperceptable 
but it is there nonetheless. So, make 
like an expert next time you order con- 
tinuous forms and specify 15 lb. and 12 
lb. stock. 

This is as good a place as any to dis- 
cuss that ubiquitous, gregarious, flexible 
fellow, the printing broker. A printing 
broker is always “flexible.” Why 
shouldn’t he be? He’s not limited to 
one or two pieces of equipment. He 
has none whatsoever! This makes him 
flexible? 

What he really means is that he can 
handle any kind of job, because he’ll 
place it with someone who has the 
equipment to do it. He is not a printer, 
he’s only a middleman who takes an 
order and places it with a printer. If 
my description sounds demeaning, it is 
only meant to apply in that fashion to 
the few printing brokers who do not 
admit their real status. The majority 
of them will be truthful if you ask them 
whether or not they are brokers. They 
will sell you on their ability to place 
any kind of a job. A good broker is 
a good man to know. 

On the other hand there are brokers 
who attempt to pass themselves off as 
printers, who always talk vaguely about 
plants “in Cleveland” or “part owner- 
ship in a printshop in Chicago” etc. 
This double-talk bamboozles the inexpe- 
rienced buyer, but always at the risk of 


being found out later. It is not honest 


to do business under misleading or 
false impressions. Perhaps the buyers 
themselves are to blame for much of 
the pretense. Some flatly state they 
won’t do business with a man unless 
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The hardest work with DAV-A-MATIC 
is carrying away the output. This low 
cost offset duplicator is ideal for general 
duplicating and perfect for systems 


day for the name of your local Davidson 
Distributor, and a persuasive brochure. 
DAVIDSON CORPORATION, 29 Ryerson St., 
Brooklyn 5, New York. 


work. Cuts costly duplication of clerical 
work ... and costlier clerical errors! 

World’s only offset duplicator that 
changes its inexpensive paper masters 
automatically, while the machine is 
running! Gives you permanent printing- 
quality copies, whether you need 10 
or 1,000. And DAV-A-MATIC is as much 
at home in the center of your office as it 
is in your duplicating department! 

To streamline your paper work, you 
really need a DAV-A-MATIC. Write to- 


29 Ryerson St., Brooklyn 5, N. Y. 
] Send DAV-A-MATIC brochure 


Name— 





Street 
| 


Firm 


.  — 
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Bevco Ventilated Chairs 


Offer Correct Seating for Every Need 
Eliminate the Office “Hot Seat”’ 
Increase Efficiency 


6 adjustments See the 


spring action 


back control BEVCO 


Swivel chairs 
Posture chairs 
Reception Settings 
Costumers: 
Wall and Floor Models 
Hangers 
Tubular Steel and Wire 
at the 
OMAC Show March 23-26 


Conrad Hilton, Chicago 


Stretch “ 
"> €S 45A 
PS-33A Fade Fi > beeen oh 
> Executive Swivel 
Posture Chair Tip ROOF / 6191/2" wide—18" deep 


* More Comfort ¢ Longer Wear ¢ Lower Cost 


BEVCO-Tubular Steel Costumers 


Mirror-like gleaming Chrome or Lacquer finishes 


New BEVCO “Row of Hooks” 
Attaches on standard 16” centers. 
Use individually or as an accessory 
to BEVCO Wall Racks as illustrated. 
Available in 2 — 6 foot lengths 
@ $1.25 per foot. 

Hooks spaced 514” apart. 


BEVCO—Coat and Hat Racks 


Store garments in less space. 

Accommodate 4-6 persons per foot. 

Wall models 2-3-4-5-6 foot lengths. 

New Tubular Steel De Luxe Hangers | Floor models 3-4-5-6 foot lengths, 

Chrome or never tarnish Brass color. | available in Single, Double and Triple shelves. 
Designed to give wrinkle free sup- | 
port to coat collars and shoulders. 


Immediate Delivery 
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he controls his equipment. They thus | 
force an otherwise honest broker under- 

ground and he becomes a “printer” | 
(without equipment!). 


* CUSTOM FORMS 


The broker has a definite place in | 


the printing business. The good ones 
can be an extra arm to a printing buyer. 
In fact, the weaker the buyer, the 
greater need he has for a reliable broker. 
It can spare him much embarrassment 
arising from incorrect placement of 
jobs. Actually, the term “broker” may 
be a misnomer because there are many 
forms distributors who finance their 
printing sales with their own money. 


This makes them dealers or jobbers, | 


rather than brokers. 


That brings us to another 
When a company, either through its 
printing buyer, procedures man or per- 
haps one of the executives, calls in a 
printer and asks him for ideas, what 
should the policy be with regard to pay- 
ment for this service? 
don’t mean anything as simple as mere 


color or weight, but creative help in | 
either systems work or forms construc- | 


tion. 


Can you call in a salesman, pick his 
brains free of ideas, use the systems he | 
recommends, the forms construction he | 


advocates, then place the order on a 
competitive bid basis and give it to 
someone else if he’s two cents a thou- 
sand out of line? Some firms can and 
do operate this way, but they are mak- 
ing a football of the theory of business 
ethics. One of the foremost printing 
buyers in the country, who represents 
a billion dollar organization, told me 
this is exactly the way he operates. 
His kind are in the minority. Most 
buyers realize they are getting value 
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By “ideas” we | 


@ Continuous Checks 
@, Full Body Imprints 
@ Headings & Vertical Rules 
@ Crash Imprinting 
@ Continuous Offset Mats 
@ Silver Outs & Overprinting 


Representatives in Principal Cities 


CONTINUOUS FORMS, | inc. 


TEmple 11-9080 — 4490 Cass. Detroit, Mich 
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It just SNAPS apart 


LETTEREX sets are available in all 
colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 
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‘It’s CLEAN, QUICK 
and EASY with 


Duplisette 


(CARBON corv) 


/ 


READY-MADE 


SECOND-SHEET 
CARBON SETS 


FOR ALL TYPEWRITTEN 
CARBON COPIES 


Prove it to yourself with this free offer:— 
Duplisettes give you fast, clean carbon copies 
—NO more smudged fingers, NO more dirty 
letters, NO more collating, NO more fussing 
with loose carbons! Size 8% x 11 in white, 
canary, pink, blue, green and goldenrod, 


Send for FREE SAMPLES—today! 
DISTRIBUTORSHIPS AVAILABLE 


CARTERET PRINTING COMPANY 


480 CANAL ST 





NEW YORK 13, N.Y. + WOrth 6-1454 
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The most 

importont of 
mans senses 
is sight an 


fisug! aids seco have 2¢ 





A MODEL FOR 
, EVERY PURPOSE 


Tell your story better with 
Oravisual easel. You 
models to choose 
Write for free 24 


page catalog 


ORAVISUAL CO. 
Box 11150 
Petersburg 33, Fla. 





ite : images from 


u St. 
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MANUFACTURERS OF DURALUMINUM 


HOLDERS sari 


SWAPOUT 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 
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| the stock is depleted. 
| the advantage of 


received when they utilize a salesman’s 
ideas. They feel this is worth a consid- 
eration. Some companies even put a 
price tag on it; others allow a certain 
percentage or premium over the lowest 
bid. The majority recognize that the 
ethical thing is to repay the man in 
some way. Perhaps they give him the 
first order at a fair price, then open it 
up to competition next time around. 
Or they give him two or three repeat 
orders, before they open it up for bids. 
The main thing is to do business in the 
same fashion in which you would like 
your company’s salesmen to be treated. 

I was once employed as a buyer for 
a large company which had its creed 
laminated and hung on the wall of 
every buyer’s office for visiting sales- 
men to see. Among its points was this: 
“Make our company a better place to 
buy from.” The idea was that every 
vendor was also a potential customer. 
[his is just common sense. 

There is no single method of buying 
printing that can be proclaimed as the 
one, best way. Actually, a good print- 
ing buyer uses all the tools at his dis- 
posal. Where he can, he works out 
printing contracts, grouping forms 


| which can be handled by specific ven- 


dors, and not trying to find one man 
who can do everything because there 
also 
sets up blanket orders for large quan- 
tities of forms. Against these he will 
until 
This gives him 
printing 
prices without stocking large orders. 


“jest ain’t no sech animal.” He 


issue periodic relexse orders 


long-run 


He may attempt to set up his own 
gang runs. He may call in salesmen 


for ideas, use them and repay the favor 
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e Automation 
Dollar =H r~ sine 


a kind of business you're in, however 

eee . . ° . 

Se Ree Se ee ee ae Oe ee big or small your office operation, your firm 

. , can have a Friden-automated office with maximum 
FOR EXAMPLE — 

any special-type data you require 

searched out from tape and printed 


savings in overhead costs. 
Friden has made its name and fame in the office 


f ; equipment field with machines that mechanize 
FLEXOWRITER™ is an automatic writing ma- ffi . . Teer . 
; ; office functions, eliminating personnel movements 
chine which produces a code-punched tape va , Y 
oe “a and decisions. And for these particular automation 
as a by-product of writing the original docu- 5‘ 

- . . F units, you do not pay a fortune! 

ment. As the common-language link in an in- ? ? 


tegrated data processing system, the punched Friden automation units range from the aston- 
tape automatically creates other records, ishing Tape-Talk machines —the Computyper", 
eliminating the continuous manual re-process- Flexowriter”, Teledata” and others of this group 

to the brilliant Friden Calculator, The Thinking 


Machine of American Business, and Friden Natural 


ing of data that runs up office costs, Auxiliary 
units expand Flexowriter applications 
Friden’s SELECTADATA™, for € xample , searches Way Adding Machines. 
out and prints selected data in punched tape. ; is : 

Start with one Friden unit, then add another and 


Selectadata can be programmed to gg ig nl ? 
select specific items in billing or in- DI? 4 another as each pays for itself. This is the practical, 


voicing, names and addresses, any economical way to convert your office routines to 


of scores of specified item data. profitable automation! 


Friden“... 


Automatic office operation is the Friden function 
Call your Friden Man or write Friden, Inc., San 
Sansusttetl Leandro, California... sales, instruction, service 


. rR . 
cable-connected to Selectadata throughout U.S. and the world. © Friden, Inc 
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KING COTTON 


CORRESPONDENCE 


AND 


RECORD PAPERS 


ARE .. 


SET ters 


WRITE ON YOUR BUSINESS 
LETTERHEAD FOR THIS 
» PORTFOLIO OF LETTER 
HEAD DESIGNS, NO. E-1 
PARSONS PAPER CO 
HOLYOKE, mass. © 

PPCO 1959 
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by giving them the orders. Quite prob- 
ably he'll deal with printing brokers, 
consciously or otherwise. He'll con- 
tinue to do a lot of spot-buying. Rush 
orders, crazy constructions, weird com- 
binations, impossibly small runs and in- 
credibly long runs all add up to one 
thing—a purchase order placed when 
the job comes up, just for that specific 
item. 

For all that, a good printing buyer 
is dependent upon two other people. 
First, the forms control man who fur- 
nishes him with the proper design and 
printing specifications. Without these 


| he could not order efficiently. Next, the 


stockroom supervisor. A _ well con- 
ceived, workable stock control system 


| can save headaches by obviating the 


need for rush deliveries. There is one 


| other area in which he can be helped 


and that is by recognition. Recognition 


| of the difficult job he has to do work- 
| ing in a field where every order is a 
| custom order. 











JBK 


“My machine is running too fast and 
you sound like a chipmunk.”’ 
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The world 
of letters 
relies on 


«««todo the job— 


easier, faster, finer! 


Olympia precision typewriters— 
standard and portable—are 
preferred the world over for their 
quality, value and ease of operation. 
Fully-equipped with the most 
advanced and worthwhile typing 
features, an Olympia turns out the 
most exacting assignments easily 
... with crisp—uniform— 
and distinctive results. 
With over 50 years of 
manufacturing experience, every 
machine is precision-built to the 
highest standards—assuring 
quiet, consistent, trouble-free 
performance year after year. 


4 Authorized Sales & Service 
O ty, 4 , the World Over 
OLYMPIA DIVISION 


inter- Continental Trading Corporation 
90 West Street + New York 6G, New York 


PRECISION TYPEWRITERS 
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ALMOST INVISIBLE 


/ 
Yj pit GLASS WITHOUT 
TM GLARE 





What welcomed eye-comfort you get with Tru-Site. That’s because a 
Tru-Site non-glare glass top stops annoying, eye-straining light reflection 
while it protects your desk with an almost invisible glass. 
No wonder Very Important People insist on glare-free Tru-Site. 


See a dramatic visual Tru-Site demonstration without cost or obligation. Write today. 





DEARBORN GLASS COMPANY 


6600 SOUTH HARLEM AVENUE, BEDFORD PARK, P. 0. ARGO, ILLINOIS 
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lin Employee Rolations 


ROUND-UP of day-to-day em- 
ployee problems and how they 
were handled by management. Each in- 


cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Is a Transfer Considered a Disciplinary Action? 


What Happened: 

John Berti, the supervisor, wasn’t too 
happy about Jim Tucker’s work. For 
one, Jim seemed to spend a lot of time 
making phone calls. Secondly, he 
seemed to be wandering in other de- 
partments. 

Berti decided to talk things over with 
the personnel director. “Why don’t we 
transfer Jim to Ken’s department?” the 
personnel man suggested. “There he'll 
get closer supervision because Ken’s 
department is smaller.” 

The next day Jim found himself 
transferred. He filed a grievance and 
the case went to arbitration. The com- 
pany didn’t understand what Jim was 
so excited about. It said: — 

1. We just want to keep a closer eye 
on him so we iransferred him. We 
have that right. 

2. There’s no cut in pay, his hours 
are the same, his job’s just like the other 
one. In fact, the working conditions 
are a little better. Jim has no case! 

Jim counter-argued: 

1. I do have a case. Money isn’t 
everything. I like my other department 
and its more friendly people. 
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2. If this transfer is disciplinary, then 
why wasn’t I warned beforehand? The 
company has a warning system. Why 
wasn’t it used? You can’t transfer a 
man for discipline without first giving 
him a chance to improve whatever he’s 
been doing that’s bad. 
Was Jim: 

RIGHT (5 WRONG [) 
WHAT ARBITRATOR ROBERT L. 
STUTZ RULED: “There are many as- 
pects of a job, other than pay, which 
employees value. The testimony shows 
that the supervisor never talked to 








Tucker about his wandering and exces- 
sive telephone calls. The company cer- 
tainly can take action to prevent an 
employee from wandering around and 
from excessive use of the telephone for 
personal calls. A sudden transfer, as I 
see it, was a disciplinary action. The 


employee should have first been 


warned. Tucker should be reinstated to 
his old department with the understand- 
ing that the transfer he had been given 
is a warning, and that repetition of the 
offense will permit the company to take 
whatever action it reasonably sees fit.” 


Was He Sick, or Was He Drunk? 


What Happened: 

Henry Brown turned up for work 
one morning 12 hours late. He was 
sent home because of his tardiness. 
The next two days he was absent. He 
asked another worker to say he was 
ill and wouldn’t be in. When he came 
back he was fired for being absent for 
three consecutive days without satis- 
factory excuse. Henry insisted that he 
had an excuse. But the company 
claimed: 

1. Henry was not only late on Mon- 
day. He was unfit for work because 
he’d been drinking. 

2. We don’t believe he was ill the 
following two days. His wife called us 
to ask if we knew where he was. She 
said he wasn’t home. 


3. Even if he were sick, he didn’t re- 
port it properly so as to excuse his 
two-day absence. He obviously didn’t 
impress on the other worker the im- 
portance of reporting him ill. The man 
didn’t say anything to anybody until 
the afternoon of the third day, when 
inquiries were made about Henry’s 
absence. 

Henry protested indignantly: 

1. That was the first time I'd ever 
been absent or late, and my work has 
been good. Doesn’t a record like that 
count for anything? 

2. I wasn’t drunk the day I was late. 
Maybe I'd had a few beers the day be- 
fore, but not a drop that morning. I 
was late because I'd overslept. 

3. I did ask that other worker to be 
sure and report me sick. It’s not my 
fault if he didn’t. 


Was Henry: 
RIGHT (5 WRONG [) 


WHAT ARBITRATOR PAUL HE- 
BERT RULED: “I find that there was 
just cause for disciplinary action and 
that the conduct of the employee was 
of a character to subject him to serious 
penalty. But discharge was too severe 
and unduly harsh for the following rea- 
sons: It is uncontroverted that the em- 
ployee’s work record was good. He 
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= Jaleo BUSINESS CASES 


Your Stebco Case will make a lasting impression with its brand new executive” 
look that lasts for many, many years. Everything about it reflects Stebco's 
10-Point construction standards ...in your choice of Finest Quality Top Grain 
Cowhides or our exclusive patented TUFIDE (unconditionally guaranteed 
5 full years.) 

For instance: Stebco's patented “‘lifetime’’ Cushion Handle that will never 
break or tear loose, no matter what you do! 


So... when first impressions count... count on Stebco, America’s best 
Business Case buy. 


STEIN BROS. MFG. CO., (Since 1918) 1401-17 W. Jackson Bivd., Chicago 7, Ill. 
Custom Built Cases of Tufide or Leather for Any Purpose 








had no previous record of absenteeism. 
There has been no showing that the 
company was seriously inconvenienced 
or seriously damaged in its operation 
by the absences here involved. The 
evidence does not establish clearly that 
he was drunk or that he was not in a 
physical condition to work. Any doubt 
in the evidence as to his condition 
should be resolved in favor of the em- 
ployee, especially as management did 
not specifically assign drunkenness as 


the reason for sending him home. I 
feel that, as this was a first offense and 
as he was a good employee, lesser dis- 
ciplinary action than discharge would 
have impressed upon him his duty to 
be prompt and regular in his attendance 
and would have adequately met the 
needs for maintaining discipline among 
the employees. The grievance is sus- 
tained to the extent of directing re- 
instatement of the employee without 
back pay.” 


Can a Disciplinary Warning Be Friendly? 


What Happened: 


The company had a formal system 
for handling discipline. Before any em- 
ployee was punished, the supervisor 
was required to warn the employee of 
his offense and record his warning with 
a note in the employee’s file. 

During a coffee break, Bill Blake 
ran into his supervisor at the snack bar. 
After exchanging some pleasantries 
about a bowling match, the supervisor 
said: “Bill, can’t you do something 
about those errors? Why don’t you get 
on the ball and do your job? I know 
you can do better.” With that the su- 


* 


t Youre 
‘ae ° 
finga. fi 


ad 


pervisor slapped Bill on the back and 
the conversation ended. 

Two weeks later Blake got trans- 
ferred to another job because his errors 
were excessive. He took his case to 
arbitration on the grounds that the 
company did not follow its usual pro- 
cedure of warning an employee before 
taking action. 

The supervisor reminded Bill of their 
meeting at the snack bar. “That wasn’t 
a warning—that was a friendly chat,” 
Bill maintained. 


Was Bill: 


RIGHT (0 WRONG (J 

WHAT AN ARBITRATION BOARD 
RULED: “The friendly way in which 
Blake was talked to and the atmos- 
phere of the meeting does not indicate 
that a warning or reprimand took place. 
The company did not follow its regular 
procedure, and Blake is entitled to be 
put back on his old job. This decision, 
however, should constitute a warning 
to Blake that his errors are considered 
to be serious by the management.” 
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Custom Built Cases of Tufide or Leather for Any Purpose 


International Paper announces 
dazzling new SPRINGHILL, BOND 


Amazing new bond paper lies flat—is 
actually whiter than surgical cotton! 


PPE PRINTABILITY of new Springhill Bond is pre- 

| tested! A sample ream is cut from every reel 
ind tested on actual duplicating machines. Level, 
uniform, it lies perfectly flat. Compare Springhill 
Bond for whiteness, finish, opacity, “crackle.” You 
just can't offer your customers a finer unwater- 
marked bond. Springhill Bond and Mimeograph 
are available in white and six colors in a full range 
of stock sizes and weights. The Springhill line is 
also available in Duplicator and Ledger papers. 


Look for this attractive new design. “Zip” openers on 81/2 ————___—» 


x 11 reams. All cartons polyethylene-lined to control humidity. 


INTERNATIONAL PAPER 220 East 42nd Street, New York 17, New York. 
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—_ 


~ MAKES YOUR OWN 


RUBBER Stamps 


Vale Mid), lem oe) | 


Reduce 
Costs < 
Eliminate 


Delays! 


Makes stamps and dies up to 4” x 6” 
that give clean, sharp impressions on 
paper, plastic, textiles, wood, metal, 
glass, enamel. 


By Making Your Own 
Rubber Stamps and Mark- 
ing Dies the low-cost Evatype 
way you save time and money in 


every department. Use them to: 


identify PARTS & PRODUCTS 
imprint MODEL NUMBERS 
route SHIPMENTS 

print FORMS, STICKERS, TAGS 
mark PACKAGES 

speed INTER-OFFICE MAIL 
and for many other jobs 


TELL US your marking problems.. what materiols 
you must mark on. We'll tell you how to save 
time and money and do o better marking job 


FILL OUT AND MAIL COUPON NOW! 


CORP. 
750 Central Ave. « Deerfield, 


SEND US details of your 
60-DAY FREE TRIAL OFFER. 
We mark on 
(] Plastic 
[] Metal 
Name 
Address 


City 


Illinois 


0 Wood 
0 Glass 


0 Leather 
O) Paper 








Zone——State 
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LESLIE H. MATTHIES 
Administrative Research Director, 
Ross-Martin Co., Tulsa, Okla. 

VERY SO OFTEN I get a letter 

that doesn’t tell me anything. The 
letter is a puzzle because the writer 
keeps referring to “an enclosure.” But 
he forgot to put it in the envelope. 

I can sympathize with the sender. I 
have pulled such boo-boos myself. I 
used to think such a thing happened 
just to me. Recently, in dealing with 
several dozen people on a project re- 
quiring many letters going across the 
country, I found that forgetting to 


| enclose enclosures is a frequent error. 


It is embarrassing. It wastes time. We 
have to write follow-up letters in the 
wake of our failure to enclose the en- 
closure. So we do the job twice. And 
we delay the progress of the business 
we're trying to transact. 

How can we end this too common 


slip-up? 


This error can be eliminated, if we 
take these three steps: 
1. BE AWAKE. Both the dictator and 


| the stenographer must recognize the 


(Continued on page 271) 
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Especially suitable for use with Electric Typewriters NO 
THE MANUFACTURER .OF THE FAMOUS 


WORLDS NO 1 TYPEWRITER Get crisp, sharp 
JRATION, PORT CHESTER, N Y . . 
copies every time! 





ROYTYPE’s new, top-quality carbon paper gives all your 
copies a clear, sharp finish, sheet after sheet— with no 
blurs or smudge. Doesn’t slip or curl—-and it’s longer 


TYPE lasting. Roytronic (TM)* is plastic-coated and its ink 
formula includes pure, imported Carnauba Wax. Carbon- 
4 Keeper Box slips neatly into slots of desk drawer. 


FREE SAMPLES...on re- ® 
quest! Call your Mr. Roy FE 
Type, the Roytype Representa- 


tive. Or write Roytype, Royal 





McBee Corp., Dept. D., Port carbon papers, ribbons, quality 
Chester, N. Y. supplies for all business machines 
* Trademark of Reyal McBee Corp Copyright 1959 Royal McBee Corp 


Products of Royal McBee Corporation, World's Largest Manufacturer of Typewriters 
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ELECTRONIC COMPUTER 

Datamatic Div., Minneapolis-Honeywell 
Regulator Co., 151 Needham St., Newton 
Highlands 61, Mass., makes the Honeywell 
800 transistorized computer which can 
simultaneously handle up to eight input 
and output devices, or eight separate pro- 
grams concurrently. Maximum input and 
output is 96,000 decimal digits per second 


on each magnetic tape, or 1,536,000 al- 
together. Internal transfer rate is 2 million 
decimal digits a second. Average order 
speed is 30,000 three-address orders a sec- 
ond (40,000 two-address or 60,000 one ad- 
dress). Three-address additions are com- 
pleted at a rate of 30,000 a second, or a 
series of numbers can be accumulated at 
125,000 a second. The automatically con- 
trolled parallel processing allows simul- 
taneous business and scientific applications. 
The 48-bit word may be eight alphanu- 
meric characters, 11 decimal digits and 
sign, or 48 binary digits. An additional 
six bits are used for checking. Floating 
point arithmetic is optional. Core memory 
ranges from 4096 to 16,384 words, and 
up to 64 magnetic tapes can be added. 
On-line input is standard or high speed 
punched card readers (240 or 750 cards 
a minute). Output printers offer speeds of 
150 to 900 lines a minute. Card punch- 
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ing output is 100 or 200 cards a minute. 
Paper tape input-output equipment is avail- 
able. Orthotronic control automatically 
corrects errors. The basic Honeywell 800 
rents for $11,000 a month and system can 
be expanded to match user’s growth. For 
More Information Circle No. 130. 


SMALL FORMS-DETACHER 


Moore Business Forms, Inc., Niagara 
Falls, N. Y., announces the _ portable 
Speeditacher forms decollator for offices 
having small quantities of continuous 
forms to be detached; varying sizes of 


forms; and as a supplement during peak 
periods to heavy duty detaching equip- 
ment. The Speeditacher can be moved 
easily to wherever detaching work has to 


be done and set up on a desk or table 
without special fittings or connections. It 
occupies approximately 2 ft. by 2 ft. 
Sound-deadening materials have been in- 
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corporated in it to reduce operating noises. 
Loading has been simplified. Continuous 
forms are inserted like feeding forms into 
a typewriter. A collapsible feeding tray 
folds flat when not in use. Speeditacher is 
set for various forms sizes by a simple 
twist of a size control wheel. It will ac- 
commodate forms from 3” up to 11” in 
depth and up to 16%” wide. It will detach 
over 100 812” forms a minute. Operating 
and clerical costs are reduced with Speedi- 
tacher where runs are limited. The lock- 
ing knurled knob on the stacker tray also 
holds detached forms away from the tray 
bottom so they can be removed without 
trouble or delay. Speeditacher operates on 
115-volt 50-60 cycle AC and is both Un- 
derwriter Laboratories approved and 
Canadian Standards approved. All moving 
parts are fully covered, yet snap-on sec- 
tions can be removed easily for servicing. 
All controls can be operated with finger- 
tips, and locking devices insure exact depth 
detaching. For More Information Circle 
No. 122. 


PLATEMAKING MATERIALS 


Haloid Xerox Inc., 59-218X Haloid St., 
Rochester 3, N. Y., announces the Halolith 
line of graphic arts products including 
paper-based films, contact papers, and en- 
larging negative materials. All Halolith 
films and papers are coated with extremely 
high contrast, orthochromatic emulsion on 
a variety of bases for every graphic arts 
need. Emulsion surfaces are lightly matted 
for pen, pencil or etching-knife impres- 
sions, and non-halation backing on trans- 
parent bases clears away completely dur- 
ing processing. Haloid Xerox says its new 
line has been tested to match the highest 
standards and requirements in the graphic 
arts industry. More convenient packaging 
and distribution have been adopted. Con- 
tainers, for instance, are colored a lumin- 
ous gold on black, making them easier to 
see in the darkroom. Halolith Standard 
paper film, on a 0.0054” base, is for gen- 
eral purpose and halftone work requiring 
a coarser screen than used in polystyrene- 
based products. Halolith Transaloid is a 
transparent medium giving results compar- 
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able to acetate film but with price conces- 
sions. Halolith Paper A is coated on 16- 
lb. (per 1000 sq. ft.) photo-base paper. 
Halolith Paper B is coated on 25-lb. (per 
1000 sq. ft.) photo-base baryta (barium 
monoxide) paper. Halolith Film Thin pa- 
per film, on a 0.0034” base, is for image 
reversals, halftone positives, overlays and 
strip-ins. Halolith Poly-S Standard paper 
film has a 0.0054” polystyrene base for use 
where extreme dimensional stability is re- 
quired. Halolith Stripping Transaloid, a 
transparent medium for stripping, gives re- 
sults comparable to acetate film but with 
price concessions. It has a 0.0012” perma- 
nent support base laminated to a Halolith 
Transaloid temporary base. For More In- 
formation Circle No. 165. 


OFFSET DUPLICATOR 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 31, Ill, makes the Model 360 
offset duplicator with a duplicating area of 
10%” by 16%”. The machine will print 
on paper ranging in size from 3” x 5” to 
11” x 17”. The larger image area permits 
duplication of two-up letterheads, full 842” 
x 11” four-page folders, large accounting 


reports and engineering drawings. 


Dupli- 
cating principles are based upon the 
standard A. B. Dick offset duplicator, 
Model 350, and the new Model 360 can 
produce up to 9000 copies per hour. It 
also features the A. B. Dick Aquamatic 
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Control which maintains constant ink- 
water balance throughout a duplicating run 
to insure uniform copy clarity from start 
to finish. Special self-adjusting cylinders 
allow the operator to switch from the light- 
est paper master to a metal plate and from 
12-lb. paper to heavy bristol stock without 
changing either cylinder or roller pressures. 
The Model 360 is also equipped with an 
adjustable feed table for quickly shifting to 
varying sizes of paper and card stocks 
without the use of tools or special attach- 
ments. For More Information Circle No. 
120. 


COFFEE-MAKER 


Coffee Cabinet Corp., 1945 N. Sheffield, 
Chicago, Ill., announces the Coffee Cabinet 
which automatically brews and maintains 
an unlimited supply of fresh coffee. De- 
signed to serve small and medium size 
offices, the Coffee Cabinet resembles a 
four-drawer legal size file cabinet and will 


harmonize with any office decor. The 
cabinet’s second “drawer” pulls down to 
form a serving shelf and it can be locked 
for controlled coffee breaks or left open 
for continuous use. The Coffee Cabinet 
saves employees’ time, energy and money 
by providing freshly brewed coffee in the 
office for less than it can be purchased 
elsewhere. It is the brain-child of Lew 
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Regan, industrial caterer and president of 
Coffee Cabinet Corp. For More Informa- 
tion Circle No. 176. 


PUNCHED CARD SYSTEM 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., announces a low-cost system of 
punched card data processing designed for 


small business. Small companies, or 
branches and plants of larger ones, can 
machine process such accounting work as 
production control, payroll, inventory con- 
trol, accounts receivable and sales analysis. 
Consisting of four basic pieces of equip- 
ment (alphabetical punch, sorter, alpha- 
betical tabulator and summary punch, and 
reproducing punch) the system operates at 
60 cards per minute, and can be adjusted 
to perform faster. Additional units can be 
added as desired. Cost of the equipment 
is said to be below comparable manual 
systems. For More Information Circle No. 
164. 


WHITE BOND 


Finch, Pruyn & Co., Glens Falls, N. Y., 
introduces a white Finch bond paper, 
manufactured with nothern hardwoods, in 
Finch Bond (16 and 20 Ibs.), Finch Tablet, 
Finch Register Bond, Finch Coating 
Raw Stock and other Finch converting 
papers. Finch papers are specifically de- 
signed for users who want a “whiter” white 
in this price range. The complete Finch, 
Pruyn lines make it possible to offer 
Cooper’s Cave Bond in colors and Finch 
bond in white at approximately the same 
cost. All their papers are available in 84%” 
x 11” size, including bond, mimeo and 
duplicator papers. Finch, Pruyn & Co., 
founded in 1865, is pioneering the uses 
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of biended papers manufactured 100% of 
hardwood neutral sulphite, and also a 
blend of hardwood neutral sulphite and 
groundwood pulps, which are manufac- 
tured at their Glens Falls’ Mill. For sample 
of Finch Bond, Circle No. 123. 


TELEPHONE BOOK FILE 


Master Products Mfg. Co., 3481 East 
14th St., Los Angeles 23, Calif., makes the 
Master Uno-File for telephone books or 


other large reference books up to 16%” 
wide with binding edges up to 114”. 
Easily removable bars hold books in place 
and the wings are adjustable. Sturdily 
built for years of service, the Uno-File 
costs $14.95. For illustrated literature 
Circle No. 178. 


PORTABLE COLLATOR 


Collamatic Corp., Dept. 103, Route 23, 
Wayne, N. J., has added a Desk Top 
Portable Electric Collator to its line of 
office collating equipment. The Desk Top, 
priced at only $149.50, collates up to six 
letter size sheets, and produces 20 sets of 
six sheets per minute or over 7000 sheets 
per hour. The Collamatic Desk Top is 
equipped with the same patented feeding 
device used on more expensive Floor 
Model Electric Collators which Collamatic 
manufactures. Magic Feed Rollers assure 
positive feeding and permit various weights 
of duplicated paper to be collated at the 
same time. A built-in Stacker Tray permits 
the operator to conveniently and quickly 
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stack the set directly in front of the ma- 
chine. Anyone can operate the Collamatic 
Desk Top which plugs into any 110-volt, 
60 cycle outlet. It weighs only 25 lbs. and 


can be easily carried from department to 
department to take care of occasional 
collating jobs. For More Information 
Circle No. 169. 


CALCULATOR 


Smith-Corona Marchant Inc., Oakland 
8, Calif., makes the Marchant Transflo 
Calculator with push-buttons and auto- 
matic internal mechanisms which make 
the figures representing intermediate an- 
swers flow from one set of dials to an- 


other. For example, a product of a 
multiplication is transferred from answer 
dials to other dials where it can be used 
as part of another multiplication. Then 
the new product can become part of a 
problem in division or addition or sub- 
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traction, or multiplication again. Machine 
is an all-electric, fully automatic model 
of 10 x 11 x 20 capacity and a speed 
of 1300 counts per minute. Its figure- 
flow operation makes possible duplex and 
triplex calculations, multi-factor multipli- 
cation, and any number and combination 
of consecutive calculations. With back 
transfer as a feature, the Transflo transfers, 
stores and recalls products, individual 
totals, individual subtotals, accumulated 
grand totals, and the intermediate results 
in any problem. A single touch of the 
back transfer key clears all dials and 
transfers the figures from any ten con- 
secutive lower carriage dials to the key- 
board dials, in direct alignment. The 
amount thus transferred to the keyboard 
dials can be used as a _ miultiplicand, 
addend, minuend, subtrahend, dividend or 
divisor. In multifactor muitiplication, each 
successive product is automatically re- 
entered in the keyboard as the next multi- 
plicand. For More Information Circle No. 
182. 


TELEPHONE AMPLIFIER 
Kay-Townes Mfg. Co., Box 593, Rome, 
Ga., makes the Magna-phone telephone 
amplifier. When the telephone handset is 


{ - 


sn OF 


~ 
‘ 


placed on the Magni-phone, two-way tele- 
phone conversation can be carried on by 
anyone in the room without touching or 
holding the phone. Sound volume is ad- 
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justable and no installation or wires are 
required. The Magna-phone can be moved 
about for use anywhere and its battery will 
last two years in normal use. No warm-up 
time required. The Magna-phone costs 
$59.50. For More Information Circle No. 
138. 


CHART TYPEWRITER 


Continental Office Machines, Inc., 500 
Fifth Ave., New York 36, N. Y., an- 
nounces the Chart-Typer, a_ typewriter 
which enables any typist to type complex 
chart material. The keyboard has a normal 
upper case alphabet and figures. Instead 
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of lower case letters, the machine has 27 
different chart symbols. Alphabet and 
figures are designed to harmonize with the 
chart symbols. All symbols are in shift 
position so that no shifting is required 
when typing. A simple attachment permits 
typing charts on any kind of chart paper, 
accurately scaled and aligned at all times. 
The operation of the Chart-Typer is easier 
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than that of a standard typewriter. With a 
carbon ribbon attachment, typed material 
is ready for offset reproduction. Priced 
moderately above standard typewriters, the 
Chart-Typer is made by Siemag in West 
Germany. For complete literature, Circle 
No. 108. 


TAPE REPERFORATOR- 
TRANSMITTER 


Teletype Corp., Dept. 32-C, 4100 Ful- 
lerton Ave., Chicago 39, IIl., has added 
an automatic message relay set to its 
Model 28 Line of communications equip- 
ment. This Model 28 RT (reperforator 
transmitter-distributor), is a high capacity, 


self-contained, punched tape message re- 
laying facility for receiving wire signals 
at speeds ranging from 60 to 200 words 
per minute, converting them into perfora- 
tions in paper tape and transmitting them 
at the same or another speed to local or 
remote receiving stations. Its applications 
include input-output speed converter, in- 
termediate message storage, office ma- 
chine-communications linkage, automatic 
data accumulator and control device for 
automated factory equipment. The RT Set 
features three message relaying devices: 
(1) a receiving unit for accepting incom- 
ing wire signals, punching and printing 


the signal data on a standard 11/16” 5- 
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level paper tape; (2) a sending unit for 
reading and translating the taped data into 
electrical impulses for transmission either 
cross-office or cross-country; (3) and a 
tape handling unit with tape supply reel, 
intermediate tape storage bin and tape 
winder reel. A choice of three tape punch- 
ing components are available for adapting 
the RT Set to a wide range of individual 
application requirements: a typing and a 
non-typing tape punch for accepting se- 
quential (serial) signals and a non-typing 
tape punch for accepting parallel signals. 
A twin-shaft sending component features 
transmission of sequential or parallel wire 
signals and automatic end-of-message shut 
off. Receiving and sending units will op- 
erate at the same or different speeds, e.g., 
receive at 60 wpm, transmit at 100 wpm. 
Model 28 RT Sets may be mounted singly 
or in pairs in a universal cabinet featur- 
ing on-off switches, tape warning lights 
and other facilities essential for external 
control of equipment within the cabinet. 
For More Information Circle No. 187. 


PORTABLE DICTATING MACHINE 


SoundScriber Corp., Dept. 0-3, Box 
1941, New Haven, Conn., makes the 200- 
BIC dictation, transcription, interview re- 
cording system in one portable unit which 
weighs 6 Ibs. and is powered by regu- 
lar flashlight batteries. A transistorized 


preamplifier microphone with a miniature 
mercury battery self-contained, permits 
this portable machine to pick up desk-side 
interviews or small group discussions with 
sharp recording clarity. The lightweight 
mike can be clipped to suit pocket or lapel, 
or laid on the desk. Discussion may be 
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edited, omitting unimportant material, with 
a transcription foot pedal or with dicta- 
tion microphone start-stop button. By in- 
serting the accessory foot pedal, providing 
instant start and stop, plus any Sound- 
Scriber listening device, the 200-BIC In- 
terview Combination is ready for tran- 
scription. Secretary can easily move the 
unit from the dictator’s desk to her own 
and back again. The traveling man who 
needs a transcript completed while in the 
field can drop off discs and instrument with 
a transcription service. The unit uses 15- 
minute plastic discs that are easily mailed 
in standard envelopes at regular letter 
rates. Discs can be played back on any 
SoundScriber equipment or on 33 1/3 
rpm home phonographs. Flashlight bat- 
teries power the unit for more than 20 
hours. Power cost is only Sc an hour. 
For More Information Circle No. 189. 


CHAIR 


Virco Mfg. Corp., Box 44846, Station H, 
Los Angeles, Calif., makes the No. 258 
Chair for offices, reception rooms and 
other areas. It is well constructed to last 


for years and its attractive tubular steel 
frame is set off in harmonizing color com- 
binations of both seat and back. Seat is 
plywood cushioned with heavy Urethane 
foam which withstands continued compres- 


166 


sion and will not pack in use. Back is 
¥a" plywood covered with matching wood- 
grained Vircolite plastic. Color combina 
tions available are white Virco Starlite 
vinyl plastic upholstery, charcoal back and 
black frame, mocha upholstery with plati- 
num walnut back and suntan frame. All 
metal surfaces have baked-on enamel fin- 
ish. For More Information Circle No. 134. 


CHECK HANDLING MACHINES 


National Cash Register Co., Dayton 9, 
Ohio, announces four machines which con- 
form with the American Bankers Assn. 
common machine language. These com- 
ponents of the company’s automation line 
work with ABA’s E-13-B printed character 
shape. The Pitney-Bowes National Mag- 
netic Character Sorter automatically sorts 


coded media. A Magnetic Amount Printer 
imprints amounts on media as the items 
are being proved. A Magnetic Qualifica- 
tion Printer imprints media with the ac- 
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Am I the mimeo line 
Am I the mimeo line 
Am I the mimeo line 


Which line WAS mimeographed? 


If you choose the bottom line, you're right. But the top line was mimeo- 
graphed too! Same typewriter, same stencils, same paper . . . just different 
mimeographs. Compare with the typewritten center line. 


TWIN CYLINDER MAGIC How do you turn out copies that look like 
original typing? Twin cylinder magic! Like a printing press, BDC REX 
ROTARY M.-4 uses printer’s paste ink continuously and evenly distributed 
on twin cylinders and silk screen. Result: copies as sharp as the original . . . 
plus clean hands and clothes because paste ink can never leak. 


HALF THE COST Familiar with old fashion mimeos? A perforated drum 
and watery, leaky ink seeping through the ink pad. Result: Fuzzy, in- 
distinct copies you recognize at a glance as ordinary liquid-ink mimeograph 
work. And you put up with clogged drums, caked pads, ink smears on 
hands, clothes and paper. The all electric, automatic M-4 can never leak 
or cake, has no drum or pad .. . sells for far less than ordinary electric 
mimeographs. 


ELECTRIC, COMPLETELY AUTOMATIC From ever-sealed ink car- 
tridge and automatic cut-off counter, to accurate registration... in 
fact so many completely automatic, built-in features, that you become a 
skilled M-4 operator after 30 minutes instruction. 


DO-IT-YOURSELF Office forms, sales letters, bulletins, catalog sheets 
.. practically any graphic material— including photos—in black or in colors. 


BOHN DUPLICATOR co. 
Dept. 14, 444 Fourth Avenue, New York 16, N.Y. : 


Send more facts and portfolio of samples on the 
new BDC REX ROTARY M-4. 


Se Los oacsiy dy reba 
Company.... 


Address 


For More information Circle No. 211 
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count number or ABA numbers and Fed- 
eral Reserve routing symbol. An Auto- 
matic Ledger Feeder automates trial bal- 
ances and balance transfers with the Post- 
Ironic electronic posting machine. Future 
machine units which can be connected to 
the sorter include an electronic controller, 
high speed lister, low speed lister, and 
punched paper tape recorder. The con- 


troller will verify ABA numbers on the 
items; verify accuracy of account number 
and provide balancing and control totals at 
a speed of 750 items per minute. Data on 
items may then be relayed to a lister or 
punched paper tape recorder. The Mag- 
netic Amount Printer can be used with 
any National Class 2000 Proof Machine in 
use today, with slight modification of the 
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proof machine. The four machines de- 
scribed are part of a step-by-step program 
leading to full automation of a _bank’s 
operations department. The first step was 
the Post-Tronic for posting checking ac- 
count records. Some 3500 Post-Tronic ma- 
chines are now in use in approximately 
850 banks located in 49 states. Subsequent 
steps are compatible with the ABA’s 
E-13-B printed character shape for the 
magnetic character common language. For 
More Information Circle No. 104. 


PAPER SAMPLES 


Fletcher Paper Co., 20 N. Wacker 


Drive, Chicago 6, Ill., offers sample books 
of each of the six Mackinac Job-Ready 
Business Papers. The books contain sam- 
ples of the various weights of each grade 
and show the full range of colors available. 


Books are 3”x 5'2” for convenience as 
envelope enclosures. Mackinac Job-Ready 
Business Papers are designed to meet all 
requirements for the office, and are made 
for all duplicating processes, offset and 
letterpress printing. Each grade in the 
Mackinac line, the manufacturer reports, 
has a surface that is especially prepared to 
provide clear, sharp, easy-to-read repro- 
ductions in the process for which it is 
made. Mackinac papers are manufactured 
from 100% bleached chemical wood pulp 
only. Precision cut at the mill and avail- 
able in convenient package sizes 812” x 
11” and 8%” x 14”. Each ream is in- 
dividually packaged in a distinctive pro- 
tective moistureproof wrapper. For sample 
books, Circle No. 146. 


Tue Orrice—March, 1959 














in Lithoplate’s new 
Sound-Slide Film... 
“BREAKING THE 


 — 


se A, oe ee, 
oo ee 
s LITHOPLATE INC., 278 N Arden Dr., El Monte Calif 
’ 1 see 5 ’ Break j 


car 





Gentieme wr 


ay Bonu it Barrier’? 


<u LITHOPLATE, | INC. | q I'd like the showing at my shop | litho ¢ 


name 7 


278 N. Arden Drive, El Monte, California firm 


nae 5308 Blanche Avenve, Cleveland 27, Ohio | address 
‘ P is i city zon stat 





POCKET RECORDER 


Geiss America, Dept. 03, 6422 N. West- 
ern Ave., Chicago 45, Ill., states that busi- 
nessmen, doctors, lawyers, scientists, news- 
men, law enforcement agents and others 
are using the Minifon pocket-size recorder 
that plays back everything within range 
of its sensitive “ears.” It hears everything 
said, forgets nothing and eliminates the 
time, labor and memory errors that may 


get into written reports. Actual use of the 
Minifon recorder is simple. All the user 
does is put it in his pocket with the tiny 
mike under his lapel (or wear the wrist- 
watch or tie-clip mike). To record his own 
words or the conversation of anyone with- 
in 20 ft., the user just puts his hand in his 
pocket and presses a silent switch. A 
single wire reel will record up to four 
hours of talk. The Minifon is only 1%” 
x 4%” x 6%”, and weighs only 1% Ibs. 
For More Information Circle No. 129. 


OFFSET INKS 


Sadolins Inks of Denmark, Ltd., 145 
West 45th St., New York 36, N. Y., an- 
nounces their quality line of offset dupli- 
cating inks made with a special formula 
to keep a better balance between ink and 
water all day. With more pigment per 
pound, Sadolins produces exceptionally 
full color. In addition, inks hold screens 
and reverses clean and open, and set fast 
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for quick back-ups. Ideal for paper and 
metal plates, Sadolins remain non-skin in 
fountain and rollers for fewer nightly 
wash-ups. Sadolins Inks are available in 


handy cartridges and cans, in 30 colors. 
Sadolins is one of the world’s oldest ink 
works, established in 1777. Their factories 
employ gver 1000 workers and over 75 
laboratory technicians. For free color 
book, Circle No. 161. 


CLEANING CLOTHS 
Non-Woven Fabrics Div., Chicopee 
Mills, Inc., 47 Worth St., New York 13, 
N. Y., announces the Masslinn Sweeping 
Tool and dust-absorbing cloth which en- 


ables easy dustless cleaning without oiling, 


dampening or chemical sprays. The dispos- 
able cloth is a non-woven fabric impreg- 
nated with an emulsion which absorbs and 
retains dust and dirt, leaving cleaned floors 
with a polished finish, without any slip haz- 
ard. The non-linting cloth assures against 
leaving deposits, threads, fall-out or back- 
tracking in polishing and dusting work. 
Packed in a white, glassine-lined bag con- 
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Easy to Clean 
Gleams when cleaned 
with damp cloth. Resists 
alcohol, cigarette burns, 
etc 





Extra Thick 
Heavy lamination of 
wood-grain plastic over 
5/16” Presdwood. Won't 
slip, won't creep. 





Chairs glide smoothly 
over the mar-resistant 
surface. Not slippery. 
Chip resistant. 














MASO "‘Executive’'’' CHAIR MAT 


Modern! 


Beautiful! Efficient! 


Protects expensive floor covering and looks superb. This lustrous wood- 
grain plastic chair mat adds to the efficiency of existing desk space, 
allowing smooth chair mobility. Adds protective beauty, economically. 
Rich wood-grain plastic, laminated to extra-thick Presdwood, retains 
luster and wears like iron. Choose NOW from four authentic wood- 
grain patterns in decorative colors to blend with any office decor: 
Walnut, Desert Tan, Mist Green, Driftwood Gray. This outstanding 
value is surprisingly low in cost. 


pmmeeeSEND COUPON TODAY ewewea2as 


MASO 
ESTABLISHED 1933 


‘a MASO 


Interstate Metal Products Co., Inc. 
(Office Equipment Division) 

; 666 Lake Shore Drive, Chicago 11, Ill. 

Please send me FREE literature and more information 
about Executive plastic chair mats. 


FOIE ceensteennmnpemennientien — 


a 


COMPANY___ 


ADORESS 
(city) (state) 


For More Information Circle No. 236 
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MASTER MULTI-POST 





VISIBLE FILES 





FOR FAST REFERENCE TO 





SHEETS AND CATALOGS 





Leading companies have proved that Master 
Equipment saves money when used by pur- 
chasing agents, rate and order clerks, inven- 
tory control personnel and everyone who re- 
fers to a catalog system several times daily. 
Denver Chicago Trucking Co. realized a 
“24% saving” after the installation of Master 
Visible Equipment. Made to fit every need, 
from six inches to an unlimited length of 
filing capacity. Sturdily built of heavy metal 
with adjustable wings. Lighting attachment 
optional. 


The world’s finest carrying case for Salesmen 
THE MASTER STREAMLINER—comple- 
ments MASTER visible filing because the page 
holder sections are interchangeable. 
Write for illustrated literature showing the 
complete Master line of deluxe filing equip- 
ment for all types of sheets, catalogs, etc., for 
use in the office and on the road. 
“Remember MASTER METHOD INDEXES will 


solve all your Indexing problems.” 


> MASTS 


MANUFACTURING CO. 
3481 East 14th Street 
Los Angeles 23, California 





taining 50 folded 24” x 24” Masslinn 
Cleaning Cloths which allows conveniently 
placing supplies in strategic locations 
throughout a building, saving the cus- 
todian’s time when sweeping, cleaning or 
polishing. The Masslinn Sweeping tool, 
which holds the disposable cloth, has an 
all-direction swivel enabling the worker to 
clean floors and walls in all directions and 
reach under low spots, around furniture 
and obstructions. Quick changing of cloth 
without touching soiled portions. Fast 
cleaning of large areas is accomplished 
with the wide front surface of the sweeping 
tool and the narrow side works efficiently 
in tight spots. The tool can be handled 
with equal ease by men, women or older 
workers. For free samples and illustrated 
brochure, Circle No. 124. 


WATERCOOLERS 
Westinghouse Electric Corp., 653 Page 
Blvd., Springfield 2, Mass., makes Wall- 
Line watercoolers which fit flush against 
the wall and eliminate unsightly exposed 
plumbing. The design allows for a stand- 


aa “ 


ard trap with slip type fittings to be in- 
stalled inside the cooler cabinet, with no 


need for time consuming soldering or 
threading of drain or trap fittings. The 
Westinghouse Wall-Line cooler extends but 
124%” when installed flush against the 
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now... a pen designed especially for 
Bookkeepers and Accountants 


38S 


TWO PENS IN ONE FOR ONLY q 


Color of barrel denotes color of ink 


Extra-fine “Glide Point’ ideal for figures 
Available in 
Full length supply of non-smear, instant-dry ink 2 color 


combinations 
BLACK/RED 
BLUE/RED 


“Ink-Guard” caps protect clothing and fingers 


ONG S.83d33HNOOS FLY 





2714 WALNUT STREET © DENVER 5, COLORADO 


ACCOUNT No, -£71-92 


FOLIO 


For More Information Circle No. 227 
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How to choose the right copy system 


If you need photocopies in some volume, choosing the right system 
can make a lot of difference in your costs. 

Whether you should have a number of desk copiers or a central 
photocopy station depends upon four factors: the number of pieces to 
be copied ... where most of the work is... how many copies you want 
...and the copy quality you need. 

Analysis of these factors generally points clearly either to a multi- 
unit setup or a central station. Because we market both types, we can 
recommend the best system for your present and future needs. 

The Photostat Corporation office near you also sells and services 
equipment for microfilm and offset duplicating systems—and knows 
how they can be used best. Your inquiry is invited. 


PHOTOSTAT CORPORATION 
P.O. BOX 1970 TO * ROCHESTER 3,N. Y. 


PHOTOSTAT ts THE TRADE maRK oF PHOTOSTAT CORPORATION 
For More Information Circle No. 453 
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wall, and requires 26% less floor area. 
Other features include a straight-through 
drain with no bends to clog, a high back- 
splasher that protects against wall spotting, 
and a dual drink control providing finger- 
tip or toe-tip operation. Included in the 
Westinghouse watercooler line is a Bilt-In 
model that fits into a space only 6%” 
deep and is ideal for mounting in a wall or 
under a counter. With the addition of 
the Wall-Line to the Bilt-In and standard 
line of pressure-type, bottle-type, and hot 
and cold coolers, Westinghouse gives the 
architect and builder flexibility in a choice 
of 20 separate models. For Information 
Circle No. 185. 


HAND COUNTERS 


Veeder-Root, Inc., Hartford 2, Conn., 
announces that the Vary-Tally multiple- 
unit hand-operated counter is an effective 
expediter as well as a safeguard for ac- 
curacy in quality control systems and 
statistical analysis. Typical uses in inspec- 
tion include classification of rejects by 
number and type; checking incoming lots, 


NOW “AVAILABLE 


in-process and final inspections; attribute 
sampling to compare several lots on suc- 
cessive tests; frequency distributions to give 


immediate readings in variable sampling, 
lot-plot, etc. Vary-Tally Counters are 
available in single units or in stock com- 
binations up to 72 (6 banks with 12 units 


INVISI- STITCH 


the ‘Hidden Seam'’ molleton 
FOR WATER FORMS ON ALL 
| *OFFSET DUPLICATING | PRESSES 








combined with 


Wet. 


WO DIAMETER SPOILING SEAM BUMP 


WRITE FOR NAME OF LOCAL DEALER 


ROLL-0-GRAPHIC CORP, 133 PRINCE ST., N 


“FORMERLY AVAILABLE FOR 


For More Information Circle No. 377 
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across in each row) and one whole row 
can be reset to zeros with one turn of a 
single knob. The manufacturer invites in- 
quiries concerning individual requirements 
for special Vary-Tally assemblies. For 
More Information Circle No. 103. 


ADDER-TAPE PUNCH 


Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18, Ill, makes 
the Victor Data Punch, a Victor Custom 
line full keyboard adding machine which 


ie oe poet >, Ge, o | 


e table tops + counter & 


furniture tops - 


fabricated to your specification 


Specify custom fabricated 
Johnson tops wherever 
mar-proof, protected sur- 
faces are desired. Super- 
bonding is an exclusive 
lamination process for 
precision smoothness . 
longer life . . . complete 
sanitation. Available in 
Formica and other plastic 
materials . . . tremendous 
range of styles, designs. 


Architects.. 


JOHNSON PLASTIC TOPS, INC. 


sold nationally through representatives in all major cities 
Elgin 11, Illinois © Sherwood 1-0134 


ry de) ek: 


aborati 


wall paneling * doors 


- Designers... Decorators all 
See Sweet's File 14a/Jo, or send for catalog 


activates a tape punch. The two units oc- 
cupy slightly more than standard type- 
writer space. The 
punch operates at 
20 digits per sec- 
ond on power sup- 
plied by adder, to 
produce two rec- 
ords simultane- 
ously: a detail strip 
(receipt) for im- 
mediate accounting 
data and a punched 
tape which can be 
directed to digital 
computers and 
processors. Infor- 
mation on the 
punched tape can 
be converted to 
punched cards or 
magnetic tape for 
further processing. 
With flexible cod- 
ing the Data Punch 
makes is possible 
to identify totals, 
subtotals, account 
numbers, merchan- 
dise codes, etc. It 
will produce 5, 6, 
7 or 8-channel 
punched tape rep- 
resenting some or 
numbers en- 
tered, processed or 
produced in the 
se | adding machine. 
Keyboard may be 
1 either electric or 
4 manual. For More 
Information Circle 
No. 132. 


Ps 


For More Information Circle No. 330 
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LOOKING FOR WAYS TO 
GET BETTER REPRODUCTION? 


MERCURY-LITH ROLLERS AND BLANKETS 
me a 


MERCURY-GRAPH ROLLERS 
for Multigraph duplicating machines 


— 


J 


MERCURY stanxers 
ARE THE ANSWER! 


The office forms and mailing pieces you turn out on 
your machines will look as sharp and clean as the finest 
commercial printing or lithography when you use these 
accessories. That is because they are built to exactly 
the same standards as the finest rollers and blankets 
used in big commercial plants. 


ROLLERS AND BLANKETS CARRIED IN STOCK 


RAPID ROLLER COMPANY 


MAIN OFFICE AND FACTORY: FEDERAL AT 26TH STREET + CHICAGO 16, ILLINOIS 
EASTERN SALES OFFICE AND WAREHOUSE: 218-224 ELIZABETH AVENUE + NEWARK 8, N., J. 


For More Information Circle No. 228 
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in offi d plant | BOX TYING MACHINE 
In office and plant... | B. H. Bunn Co., Dept., OF-29, 7605 
| Vincennes Ave., Chicago 20, IIl., makes 
an automatic machine which ties indi- 
vidual stacked or telescoped boxes into 
bundles. The machine has a wide table 
to provide maximum area, and up to 34” 
height for stacked boxes. It makes a 


1 ns RECORDER- double wrap one way around the stack 


and ties a non-slip double-loop knot. Op- 
TOTALIZER eration is simple. The operator places the 


45 continuously 
measures and records 


machine utilization 


Is your expensive machinery or | 
equipment fully utilized? 
“TR-T” gives you the answer! 
TR-T records on-off time of any 
machine to which it is electrically 
connected. Stylus marks (on a con- 
tinuous, time-printed tape) exactly | 
when that machine started, how long | 
it ran, when it stopped. 
Actual productive time is totalled | 
on a direct-reading register. 
Access window enables employee | 
to note on tape reason for down- bundle to be tied on the table, and steps 
time. Tapes run continuously for four | on a convenient foot trip. A revolving 
months. Stylus uses no ink. | arm carrying twine quickly encircles the 
TR-T tells you when anything hap- | bundle twice, the knotter knots the twine 
pened, how long it lasted. and cuts it close to the knot. Total time 
TR-T data-on-tape is an accurate | is 2/3 seconds. Size or shape of the bun- 
basis for cost analysis in plant or of- | dle makes no difference; machine auto- 
fice. Ideal for time study, production | matically compensates for both, also ad- 
comparison, pinpointing bottlenecks, | justs twine tension to suit. Less twine 
preventive maintenance and hundreds is used than by the hand tying method, 
. ed ayaiten. : for a 10% to 30% saving on twine costs. 
Price of standard model is $65. For Power requirements: 110 volts AC. For 
details, write for Brochure OR-3. | More Information Circle No. 188. 


standard ehgerters 
Press Filter Co., 848 N. Crescent Heights 


a INSTRUMENT CORPORATION Bivd., Los Angeles 46, Calif., announces 


657 BROADWAY, NEW YORK 12,N.Y. | Ever-Ready Oil Soaker Bags which pre- 
For More Information Circle Ne. 439 


©. 
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new economy adding machine by 0} re. re. @) * x 


ee 
a. 


Migs, AN 


THe OFFICE 


Hw 


March, 1959 


economy priced to save you money —4-way guarantee 
and continuous-duty design assures long trouble-free 
service—_———_the famous “addo-x”’ features include: 
direct subtraction——repeat add and subtract——total 
and subtotal in red——direct-action function keys—— 
symmetrical, interlocked keyboard 7/8 capacity 
see yourdealerorwrite: ‘““addo-x’’ 300 Park Ave. NY 22 


sensationally low list price $198.50 


For More Information Circle No. 205 





SCS eeeeeeeeeeeeeeeeeeeeeeesd 


NOW... the only stand 
on the market 
today that 

combines... 


and it sells 
for a low, 


1 qs 


Office engineered for “NO NOISE” 


7 steel 


“LUXCOc 


MODEL B4I0 


fea- 
tures ... found only in the 
LUXCO MODEL B410... 
make this stand perfect for 


These 3 tremendous 


large and small offices. 


Exclusive 


ands 


° 
. DIMENSIONS 
° Also features so/t 14% « 18" 
rubber casters Leef Size 14% x 8%" 
steel ring support Overall Size 141% x 35’ 
under top baked * 

namel finish noe ed 
enc e 8 
piano hinges all Shipping Weight. 23 Ibs 
steel construction cotors: 

Desert Sage 


and others 
Mist Green 


Top Size 


LJ 


Grey 


. 
. 


Ho a > 


Ask for Literature 


BADGER inc. eA ( 


For More Information Circle No. 313 


180 


vent accidents and reduce fire hazards by 
taking up oil from the floor of areas where 
offset duplicators or other printing equip- 
ment is operated. A 6” x 20” Oil Soaker 
Bag is said to absorb up to 4% Ibs. or ap- 
proximately %2-gal. of oil. Two or three 
bags placed around a press will end oil 
mess. Each bag will last several months 
and, after it absorbs its full capacity, it is 
thrown away. Inexpensive, clean, safe 
and handy to use, the bags are said to be 
approved by insurance companies for 
overall safety. For More Information 
Circle No. 190. 


DICTATING MACHINE 

American Geloso Electronics, Inc., 312 
Seventh Ave., New York 1, N. Y., offers 
the portable Geloso StenOtape Recorder- 
Transcriber, a 7'/-lb. Italian-made dicta- 
tion-transcription system priced under $200 
complete and carrying a full-year parts- 
and-service guarantee based on the manu- 
facturer’s claim that “less than % of 1% 
of all machines in use have ever required 





major servicing.” Sold as a “package” that 
includes a highly sensitive crystal micro- 
phone, long-play tape, rewind reel and 
Cordovan-finish carrying case for $179.95. 
Accessory finger-tip and foot-pedal con- 
trols for dictation-transcription are $19.95 
each. The complete dictation-transcription 
system is $199.90. The StenOtape com- 
bines dictation, transcription and _all- 
purpose recording uses in one machine. 
Built-in speaker has the fidelity and volume 
of an FM radio, permits recording and 
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Now Venus equips the famous “cross between the 
pen and pencil’”® with the remarkable new ‘Camel 
ink-cartridge; doubles the ink supply, doubles the 
writing mileage. Result : the most efficient, econom- 
ical writing tool that ever went to work in the office. 

Another big exclusive: the new cone-shaped 


barrel that’s light as a pencil; permanent ink that 
writes dry; nothing to twist, click or turn. And 
Venus now offers this great office favorite in 9 
models—each designed for a specific writing job. 29¢, 
39¢, 49¢, 59¢ each. Less by the dozen. Blue, black, 
red or green ink. Order from your stationer today. 





point that writes smoother, easier from any angle. 
Other great ball PEN-cil features: the slim wood 
#PAT. NO. 2,678,634 


VENUS ball PEN: cil’ 


O-3-59 
Venus Pen & Pencil Corp., Lewisburg, Tenn. 


NAME 





MAIL THIS FREE TRIAL COUPON TODAY 


Double Duty (39¢). Camel cartridge. Ink Color__— 

for Stenographers (49¢). Camel cart. Ink Color. 

for Auditors (49¢). Camel cartridge. Ink Color. 

Regular (29¢). Ink Color____ 

Super Fine (39¢). Ink Color____ 

Reproducing (49¢). Ink Color__. 
J for Checking (49¢). Ink Color___ 

Laundry Marker (59¢). Black Ink Only. 

Liquid Velvet (29¢). Erasable Liquid Graphite. 


Gentlemen: 

Please send, for 
department test- 

ing, one sample 
Venus ball PEN-cil, f 
style and ink 

color indicated. 





(please print) 


FIRM NAME. 





ADDRESS 





STATIONER’S NAME. 














For More Information Circle No. 360 
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playback of interviews, conferences, large 
meetings and even music. The telephone- 
sized machine records for over two hours 
per tape and provides automatic erase for 
tape re-use. For More Information Circle 
No. 162. 


MICROFILM CARD PRINTER 


Microline Products Group, Ozalid Div., 
General Aniline & Film Corp., Johnson 
City, N. Y., announces the Card-to-Card 


America’s Leading Industries Choose 


BENTSON 


OFFICE FURNITURE 


ATOM VAN NES? ) Rock 
pines y Island 





Smith- 
OFes xed er:! 


BENTSON 


MFG. CO. 


652 HIGHLAND AVENUE 
AURORA, ILLINOIS 


For More Information Circle No. 331 





Printer for dupli- 
cating Ozalid Acti- 
film Cards and 
standard microfilm 
cards in quantity. 
The printer offers 
such advantages as 
high volume output, 
and close contact, 
high quality repro- 
duction which is 
ideal for reproduc- 
ing drawings, parts 
lists and documents 
in large quantities. 
The Card - to - Card 
Printer is part of a 
system for the re- 
production of exist- 
ing film through a 
dry process. Actifilm 
equipment includes 
the printer which 
does the actual 
printing from rolls 
or cards to Actifilm, 
the Card - to - Card 
Printer which dupli- 
cates from cards, 
and the Actifilm di- 
azo developing unit 


| which can _ handle 
| the production of 


both the other units. 


| The Card Printer is 


144%” high, 22” 
wide, and 19” deep 
(244%" including 
feedboard). It uses 
a 725-watt lamp 
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From first quarter to last: 


FULL PROFIT CYCLE 


PPPPHPRRD 
AAAS AAR AAI eeoneoeaee 























inced Monro-h 


profit cycle for we 
ARMOUR 


Wouldn't this month be a good time for you to explore 
the time-saving, profit-building potential of the worlc 


llatiteliel xa 


See the MAN from M. 


tor CALCULATING 
ADDING +» ACCOUNTING 


A PROCESSING MACHINES 


IH MONROE * 


For More Information Circle No. 225 
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GOES brings you the 
most complete line of — 
BORDERED BLANKS 
CERTIFICATES 
WARRANTY FORMS 
INSTRUCTION FORMS 
MEMBERSHIP BLANKS 
AWARD BLANKS 
All done in striking... original 
designs... executed in one, two 
or three colors... by craftsmen 
proud of their skills. 
All Ready For Your Over 
Print . . . Ready for you to 
show and sell Ready to 
add to your PROFIT... 
Goes Bordered Blanks and 
certificate samples are yours... 
for the asking. 


GOES means BUSINESS 


WE’LL PUT COLOR IN YOUR 


Point of Purchase Displays 
... Covers ... Promotions 


Use GOES $1,000,000.00 library of 


ART + PLATES + ORIGINALS 
CHILDREN + GIRLS * OUTDOORS 
SCENICS + SPORTS + ANIMALS 
They are available to you in 
the popular priced line of full 
color TRUCOLOR prints — 
sizes 3” x 4” to 22” x 28”. 
YES ... Samples are available 
now ... send your request on 
your letterhead. 


Goes 


LITHOGRAPHING CO. 


42 W. 61st St. * Chicago 21, Ill. 








184 


For More Information Circle No. 297 


requiring 12 amps. at 110 volt AC, 60 
cycles. Throat size is 10”. For More In- 
formation Circle No. 113. 


TRANSACTION DATA SYSTEM 


Stromberg Time Corp., Thomaston, 
Conn., announces the Transacter automatic 
transaction recording and data com- 
munications system which functions in the 
pre-input stage of any data processing 
system, making it possible to collect in- 
formation at remote sources and feed it 
instantaneously to a central computor or 
other data processing equipment. This 
eliminates paper work and clerical oper- 
ations between the source of a transaction 
and the data processing center. Transacters 


are located at any required number of re- 
mote transaction stations to accept punched 
cards or tags containing pre-recorded in- 
formation. In addition, the Transacter will 
identify its operator and location, together 
with the specific item or machine opera- 
tion. Pertinent variable data (number of 
pieces produced or received, for example) 
is dial-set by the operator. Rounding out 
each transmission is a transaction code 
designated by a selector on the instrument. 
All information is transmitted instantane- 
ously to a Compiler (receiving-recording 
station) in the central processing office 
which adds shift, date and time informa- 
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a portable electric collator for ‘149° 


Now for the first time ever a port- Mail coupon... or ask your stationer 
able electric collator that is actually or office equipment dealer to arrange 
half the price of anything on the for a free demonstration right in 
market. Capable of unusual high your own office. 

production, this new collator has , 

the capacity to handle 8%” x 11” NUA THOMAS COLLATORS INC 
sheets of the normal range of office a Nien 
and duplicating stocks. It’s portable, en Soe 

light weight and extremely easy to icin Olina: tie 

operate. A simple flip of the switch Dept. B, 50 Church Street, New York, N.Y. 
turns the tiresome time-consuming 
task of hand gathering duplicated 
pages into sets into an efficient, 
effortless job... that’s almost fun! 


[| Sounds good . . . send literature! 
[| I'd also like a free demonstration 


NAME ___ 


Ideal for every office... easily 
moved from department to depart- 
ment... perfect for sales bulletins, 
promotional material, price lists and 
other data. 


COMPANY 


ADORESS 





terns on RN Sem me 


city. STATE 





(please print) | 


0, cee quem queue que cums Gu aunp SUED GED GED GED aus aed 


For More Information Circle No. 237 
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tion, end of message code and instructions 
to subsequent processing equipment, to 
each message received from Transacters. 
Completed messages are recorded by the 
Compiler in programmed sequence on five, 
six, seven or eight-channel tape at 60 
characters a second. The output tape is 
suitable for immediate use and can be fed 
directly to communications systems, auto- 
matic typewriters, tape-to-card converters 
or electronic processing equipment. Self- 
checking mechanisms throughout the sys- 
tem verify the accuracy of output. Typical 
applications include job order recording— 
job time, operation time and payroll; pro- 
duction control — scheduling, job status 
control, machine loading, line-up, tool re- 
turn and lot sampling; invertory control— 
requisitioning, procurement, receipt and 
issue of inventory items, transfers, adjust- 
ments, move-ticket control and materials 
handling; job costing—process costing, job 
profit control, status and accounting; re- 
ceipt and shipment—inspection reporting 
and shortage-item control; on-line com- 
munication—immediate breakdown report- 


POSTING 

TRAY... a 

IT’S A REFERENCE BINDER! 
Speed paper handling with this sturdy, compression 


type NARCO Posting Tray. Opens, locks, extends 
with finger tip control for posting, reference, storage. 


* Beautifully finished in metallic gray 
© Wide selection of standard sizes 


® Special sizes mode to order 
WRITE FOR INFORMATION AND PRICES 


NARDON MANUFACTURING COMPANY 
2125 W. MISSION ROAD 


ALHAMBRA 


CALIFORNIA 


ing and traffic dispatching. Equipment 
available for rental. For More Information 
Circle No. 128. 


PAPER CUTTER-TRIMMER 


Michael Lith Sales Corp., 145 West 
45th St., New York 36, N. Y., announces 
the Kutrimmer combination paper cutter 


t 


and trimmer which can cut up to 50 
sheets of paper in one operation. The hand 
clamp insures precision cutting of novelty 


MOVABLE RAIL FIXED RAIL 


CREATE MULTIPLE RECORDS 
WITH ONE WRITING! 
Get machine efficiency — without the machine! Pat- 
ented features on easy-to-use NARCO movable Ac- 
counting Boards assure positive registration. 

* Adjusts horizontally and vertically 

* Collating rails can not fall out 

© Wide selection — movable or fixed rail 
* Special sizes made to order 

WRITE FOR INFORMATION AND PRICES 


DISTRIBUTORS: 
Some territories 


still open 


For More tnformation Circle No. 326 
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H-O-N L-shape arrangement showing tex- 
tured drawer fronts. (H-O-N files at rear.) 


H-O-N ADVANCES THE TREND WITH THIS NEW DESK LINE* 


Keynoted to the current trend for 
efficient L-work desk arrangement is 
the new H-O-N desk line. Com- 
pletely flexible, H-O-N DESKS offer 
literally hundreds of optional group- 
ings. And they are priced within the 
budget range of the average office. 


THE H-O-N CO. 


H-O:N 


OFFICE EQUIPMENT 


Artful use of vinyl-clad steel for the 
drawer fronts and the back panels 
adds distinctive tones and textures. 
These enhance the appearance of the 
new H-O-N desks . . . and permits 
tasteful blending into each individ- 
ual office decor. Product of The 
H-O-N Co., Muscatine, lowa. 


*Patent Applied For 


MUSCATINE, [OWA 


For More Information Circle No. 206 
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Smart Girl... 


(she clipped the coupon) 
Smart Buy... 
on <» ax 


st of model 408 


Smart Looking... 


most exciting adding 
machine in America! 


GENERAL 


ADDING MACHINE 
FULLY-ELECTRIC 


Adds and subtracts up to $999,999.99 








For More Information Circle No. 220 
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stocks like photos and photo negatives, 
carbon paper, foils, rubber, felt, thin ply- 
wood, linoleum, leather, fabrics and thin 
soft metal. The Kutrimmer has a measur- 
ing device for multiple cuts, a front gauge 
with paper support for convenient cutting | 
of single sheets and a hand clamp which 
can be swung aside in seconds when neces- 
sary for special cutting. Its knife is of | 
high quality steel tempered to give = 
highest cutting efficiency. Available 
three sizes: 14%”, 22” and 28”. The 28" 
size also comes as a treadle operated floor | 
model complete with stand. For More In- 
formation Circle No. 184, 


| 
| 
| 


REMOTE DICTATING SYSTEM 


Scribe Distributors Co., 6949 W. North 
Ave., Oak Park, Ill., has added the S.I. 70 
remote dictation system to its line of fully 
automatic magnetic tape recording-tran- 
scribing units. The remote system links a 
number of Miracle Mike desk station dic- 
tators to a lesser number of combination 
recorder-transcriber S.I. 70s either by di- 
rect wire or through existing switchboards. | 





Re-usable magnetic tape is the recording 
medium. With each Miracle Mike deésk 
station, the executive actuates the controls 
to record, stop-start, unlimited fast reverse, 
play-back and error correction from the 
microphone handle. Warning lights on the 
desk station indicate when someone is on- 
the-line. Each cradle has a control relay 
which punctures a time index card at the 
remote location to indicate the length of 


each unit of dictation to the transcribing | 
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no.other folding chair 
has the strength 

the durability age 

look of upholstery of 

" Samsonite PlastiShield 


iG the folding chair 


that can’t scuff ¢ yi 


oF 
scratch Nai Bi Or stain! 


Electrically welded tubular steel con- 
struction « Contoured seats and backs 
e Easy folding action « Safety, self-ad- 
justing hinges « Chip and rust-resist- 
ant finish « 11 new colors. 

Now at a new low price 


Samsonite 


~—— folding chairs 
neeeree | For church, club, other group seating 
Yeliow Pages information, seeYellow Pages (CHAIRS, 
| folding), or write: ShwayderBros., 

Dept. OF -3 Detroit 29, Mich. © 1959 


For More Information Circle No. 387 
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typist. The Scribe remote system offers 
many advantages and conveniences of in- 
dividual combination recorder-transcriber 
units at less cost because about one-third 
less equipment is required. It gives more 
executives dictation facilities. It also gives 
fuller utilization of equipment because ad- 
ditional executives can use the slack of 
non-dictation machine time. Also savings 
are gained through the repeated use of 
tape. As dictation needs grow, additional 
facilities can be added without sacrificing 


a tip from Beauchamp the efficiency expert... 


“an index tabbing 
that saves up to 
56% typing time” 


an existing installation. Built for long-last- 
ing, continuous operation, similar Scribes 
have been in operation for several months 
on a constant 24-hour basis in military, 
railroad and airline installations. For 
More Information Circle No. 163. 


EXPENSE ACCOUNT RECORDS 


Beach Publishing Co., 19829 W. Mc- 
Nichols Road, Detroit 19, Mich., makes 
the Traveler's Expense Book in weekly 
and monthly styles. Each has daily pages 
for entry of ex- 
pense items. There 
are summary pages 
for use by both 
traveler and ac- 
counting depart- 
ment, for checking 
and filing. There is 
also space for the 
reporting of calls, 
collections, credits, 
complaints. Books 
meet Internal 
Revenue Service 
requirements. 

















No 


W eek Ending "” 


BEACH'S 


“COMMON SENSE” | 








titles on inserts. . 





previously required. 


Beauchamp’s right! AICO’s Typerite 
index tabbing and inserts fit the spacings 
on your typewriter. The line space lever 
automatically up-and-down centers 

. eliminating time 
consuming soft roller centering 


6" strip of durable plastic tabbing is 
easily cut to exact length of title inserts. 
Tubular top for strength and easy title 
inserting, gummed linen skirt for secure 


| 


TRAVELER'S EXPENSE BOOK 
ERLY REPORTS 


REACH PUBLISHING CO 
eT RONT MICH. USA 




















attachment. Choice of 8 colors and 3 sizes. 


AVAILABLE AT YOUR STATIONERS 
or write for samples and prices. 


G. J. AIGNER CO. 
426 S. Clinton St. 
Chicago 7, Illinois 
Plants in Chicago; 
Rochelle, Iilinois: 
New York & Calif. 


For More Information Circle No. 328 


Tue OFFICE 


Beach also makes 
the Traveler’s 
Weekly Expense 
Sheet which con- 
tains the same 
forms but costs less. 
For More Infor- 
mation Circle No. 
172. 


March, 1959 





Dont "walk away’ the savings! 


Verifax Bantam 


Copiers °99* each 
, 7 ’ 


At Worthington Corp., Harrison, N.J., 38 Verifax Copiers speed paper work 


Putting a Verifax Bantam Copier 
in every department ends “ten min- 
ute” walks to distant copier. Enables 
you to keep all the savings office copy- 
ing gives over typing. What you save on 
travel time alone can pay for each 
Bantam in a month or two. 

The $99.50 Bantam is a true Verifax 
Copier — makes 5 dry, easy-to-read 


copies in 1 minute for 2%¢ each. Call 
your Verifax dealer for a demonstration. 
(See “Yellow Pages” under duplicating 
or photocopying machines. ) 


Price shown is manufacturer's suggested price and 
is subject to change without notice 


Yerifax Copying 


DOES MORE,..COSTS LESS,..MISSES NOTHING 


——————— ——————— MAIL COUPON TODAY ~———— —— — ~~~ ——— 
astman Kodak Company, Business Photo Methods Div., 343 State St., Rochester 4, N.Y. 
Gentlenien: Please send new booklet describing Bantam and other 
Verifax Copiers. Also names of nearby dealers. 213-3 A 

Name 4 


Position 








Street 





Company 





City . State 
For More Information Circie No. 352 
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Use Cole partitions in your own office 


and your customers will use them, too! 
For More 
information 
Circle 
No. 197 It has been proven demonstrations create sales. 


With office space at a premium, you can build 
sales by showing your customers how to 
gain more working space. Cole Steel is 
nationally advertised ... your 

customers know the brand 

name. Demonstrate 

them and you'll sell 

them... again 

and again! 


Send for our latest catalog 


«4/5 Madison Ave New York | Canada 329 Dufferin St Toronto, Ont . COLE-STEEL- 





POSTING TRAY 


Nardon Mfg. Co., 2125 W. Mission 
Road, Alhambra, Calif., makes the Narco 
Posting Tray which combines the ad- 
vantages of a reference binder and posting 
tray. A removable handle operates a spiral 
gear for quickly opening and closing com- 
pressors, or locking and unlocking sheets. 
Compression prevents unauthorized sheet 
removal and makes sheets fire-resistant. 


rd 


Sheets can be offset to left and right and 
tray opens in correct V_ for _ posting. 
Mechanism can be set so that locked 
sheets may be referred to but not re- 
moved. Capacity of tray is_ instantly 
changed by few turns of handle which 
moves front and rear sheet supports 
simultaneously. Narco Posting Trays are 
made in a variety of standard sheet sizes 
and in lengths of 14”, 19” and 22” (special 
sizes to order). Finished in metallic gray 
with rubber feet. Non-skid surface of tray 
prevents sheets slipping. For More In- 
formation Circle No. 181. 


IMPRINTED SECOND SHEETS 


Letterex Corp., 1114 Half St., S.W., 
Washington 24, D. C., announces that 
second sheets in the Letterex manifold 
carbon paper sets are available without 
extra charge with the word “Copy” im- 
printed on them. These imprinted second 
sheets are in addition to second sheets im- 
printed also with company letterheads. 
“Copy” imprinting is available also on the 
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YOU 
[NIKI 3 
LOOMING 
[NU 
PLOOM; 
SHOW 


Tale h to exemr f refer: 


At Better Office Supply Stores 


Della PRODUCTS 


Fort Worth, Texas 
hone: 


1400 Henderson 


Fort Worth ED 5-3214 Dallas AN 2-1588 
Benel fos Houst Texas 


e and Waret SE 


For More Information Circle No. 300 
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CUT CLERICAL COSTS 


SORTKWIK 


The non-allergenic fingertip preparation 
Eliminates irritating rubber fingers... 
messy, unsanitary sponges 


Easy to use — just apply to fingertips 
for greaseless, stainless, tacky film. 
Pick up papers easily, quickly. 

Non-drying—contains no drying 
alcohol. 

Non-allergenic— Recommended by 
dermatologists. 


Long-lasting — attracts moisture to 
fingers, making one application long 
lasting. 


Widely used—Thousands of businesses 
speed up sorting, eeeeee filing, 
posting with SORTKWIK 


Your Stationer has SORT KWIK or 
will stock it for you. Only 50c each. 
m=—= MAIL COUPON FOR TRIAL OFFER ~~“ 


LEE PRODUCTS COMPANY ! 
Dept. O-3, 2736 Lyndale Ave. So. 
Minneapolis 8, Minnesota 


Enclosed is $1.00 for two regular size 
containers of SORTKWIK for trial. 


Name 
Company 
Address 
State 


| 
! 
! 
| 
! 
| 
! 
| 
! 
| 
| 
| 
| 
| 
L 


For More Information Circle No. 306 


= 
_- 


; full Letterex line of tinted second sheets, 


with the word “Copy” printed in light out- 
line type, either diagonally across the sheet 
or vertically in the left margin. For More 
Information Ciricle No. 102. 


TYPE CLEANER 


Roytype Dept., Royal McBee Corp., 
Port Chester, N. Y., introduces Roytype 
Plastic Type Cleaner made of pink plastic 
material attached to a hard rubber han- 
dle. It pulls the dirt out of typewriter 
type rather than washing it into the 


machine. Clean and easy to use, the pliable 
plastic is molded into a pyramid shape 
when not in use. Before using, the plastic 
material is pressed flat, and the square 
surface pressed, not rubbed, against all the 
type. Dirt comes away on the surface of 
the absorbent plastic which is then re- 
folded into its original shape, to be used 
over and over again. This method avoids 
liquids removing nail polish and spattering 
clothes, and fumes which may cause head- 
ache. Roytype Plastic Type Cleaner also 
helps make neat erasures. By touching the 
plastic to the word to be erased, surplus 
ink is absorbed and a neat erasure can be 
made without smearing. For More In- 
formation Circle No. 101. 
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Victor’s new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


SP ae 
It, A Oe ae 06 


tae P 
$8 


flick Up to Multiply Center to Add, Subtract Flick Down to Divide 


VICTOR ‘iis CALCULATOR 


Imagine! Multiply, divide, add or subtract 

with the new Victor Calculator—all automat- 

ically! Just flick the Simpla- Key —enter fig- 

ures as. you’d write them—and the machine 

does the rest. Unbelievable ! 

A printed tape, with a true symbol, identifies Victor Adding Machine Co. Dept. 0.359 

figures entered and operation performed. See Chicago 18, Illinois 

the unique Victor Calculator today. Con- Send me complete new brochure on Victor 

venient terms. See “V’”’ for Victor in the Automatic Calculator. 

adding machine section of the Yellow Pages. UR ii, 

VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. Company Name—___ 

Victor-McCaskey, Ltd., Galt, Ontario 


Manufacturer of Business Machines, Cash Registers, Business : 
and Industrial Systems, Electronic Equipment. Electri-Cars City ~~~ 


0 


For More Information Circle No. 249 
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HOUNDS 


anata 


Chasing the letter, invoice or other paper you want 
is neither efficient nor profitable — and totally un- 
necessary if you file by the ACCO method, Let 
your Stationer brief you on Accobind Folders, 
Accopress Binders and the Acco System for keeping 
papers in order and safe. See him today — and 


stop playing “Hare and Hounds” with your files. 


‘“ACCO BOUND PAPERS ARE SAFE PAPERS’ 


ACCO PRODUCTS 
Division of NATSER Corporation 
Ogdensburg e New York 


In Canada: Acco Canadian Co., Ltd., Toronto 





For More Information Circle No. 238 
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CASH REGISTER ROLLS 


Rittenhouse Paper Co., 2600 N. Cly- 
bourn Ave., Chicago 14, Ill., packages 
their Certified Cash Register Tapes in a 





sturdy fiberboard tube holding ten rolls of 
7X tape for supermart users. Each check- 
out clerk can keep her individual supply 





handy, clean and undamaged under the 
counter. Each roll is fresh and ready for 
immediate threading and perfect feeding. 
There is no wasted yardage because of 
torn or shopworn edges. A Zip-Open re- 
lease tab eliminates the need for cutting 
with a knife or fingernail to get a starting 
end. This prevents wasting several turns 
of paper damaged by too deep a cut. The 
handy tube packs are shipped 12 tubes 
to the case. In ten case lots, the list is 
$1.02 per tube, f.o.b. Chicago. Full freight 
allowed on first order. Orders for any size 
or color tapes (for National and Sweda 
registers) may be combined. Special dis- 
counts on quantity orders. For More In- 
formation Circle No. 168. 


FILMSTRIP VIEWER 


DuKane Corp., Dept. 0-19s, St. Charles, 
Ill., makes a 35mm filmstrip viewer which 
operates in full daylight. It flashes a bril- 
liant 7” x 9” picture in full color or black- 
and-white on its own built-in rear-projec- 
tion polacoat screen. Light in weight and 


Try the vena re Ball Point Pencil 


te OUR EXPENSE! 
FEATHERWEIGHT — FINE POINT 


x 


— ay America’s Finest Ball Point Pencil 












In Fashion Color Plastic Cases 
CORAL — LEMON — TURQUOISE 
NEW 5 INCH CARTRIDGE 
NON-SMEAR PERMANENT INK 
e BLUE eRED*GREENe REPRO BLACK 
AT YOUR STATIONERS 

oo 


per dozen 


AS LOW AS — 


Territories available for Sales Representatives 


gusssss! BORED s.4 toro FREE 


sample today 


HANOVER PEN CO. 
ateliteh A- ae ea 





For More Information Circle No. 304 


THE OFFICE 
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Z|... 
For the “Up-to-date” 





MATIC’ 


posting equipment 


modern 





— 
P.E.C. keeps pace 
with modern office methods 


DUO-MATiC 
POSTING TRAYS 
AND STANDS 


a ’ 


7; 










PORTA-MATIC 
POSTING TRAYS 


AND STANDS 


TILT-O-MATIC 
TRAY 


(For Register Forms) 









V-MATIC TRAYS 
(Small Capacity 
Containers) 


HANDI-MATIC TRAYS 
(For writing beard and 
mathine acceunting rec- 
eords requiring small 
capacity containers.) 


Write today for complete catalog 


MEAD-LEE Associates 
SOLE DISTRIBUTORS FOR 


POSTING EQUIPMENT 


1721 Elmwood Ave., Buffalo 7, N. Y. 
GOVERNMENT REPRESENTATIVE 
THE WALCOTT-TAYLOR COMPANY, Inc. 


WASHINGTON 6, D.C 


For More Information Circle No. 388 
198 
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easy to operate, the viewer closes up, when 
not in use, in its luggage style dustproof 
case, no larger than a briefcase. Setting 
it up for operation involves only opening 
the cover to bring the screen into posi- 
tion, plugging it in, and pushing the film- 
slot. 


strip into a Snap-action manual 





t . . . . 
advance permits fast viewing or close in- 
| spection of each frame. The case itself, 


styled in charcoal gray with chrome trim, 
has ample space for storage of power 
cord, films, manuals, and literature. This 
DuKane model 576-48 is priced at $74.50. 


For More Information Circle No. 245. 


ILLUMINATED CONTROL BOARD 


Power Dispatchers Equipment Co., Box 
1947, Milwaukee 1, Wis., makes the Per- 
frame 36” x 48” board of perforated steel 
in a chromeplated frame. The surface of 
the board has a hard, tough but smooth 
medium green finish that provides a neu- 
tral background for bright colors. For use 
in marketing and sales control, boards can 
be supplied with U.S. map, showing prin- 


| cipal trading centers. Chalk, paint or pres- 


sure sensitive tapes or letters may be 
used on the board to form any kind of 
chart, progress schedule or diagram. A 
selection of appropriate pressure sensitive 
tapes and letters are available. Split pin 
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SAVE MONEY! Make your own negatives 
with a KENRO camera 










FREE—COST CALCULATOR 


Gives you the answers on savings... . 


The development of the compact, 
precise, easy to operate Kenro = tote W 
“Vertical 18” Camera has made it net” 
possible for hundreds of offset 
printing plants and reproduction ) 
departments to save money and 
improve service and quality by [ 
making their own line and halftone | 
negatives. | 
Today the Kenro camera is an | 
accepted essential of the offset | 
printing team. If you don’t already | 
own a Kenro, you owe it to your- | Name 

| 

| 

| 

i. 





Kenro Graphics, Inc. Dept. F-3 
25 Commerce Street, Chatham, New Jersey 


Please have my local dealer send me a free 
cost calculator. 





self to find out how much you can 
save. So clip the coupon for your 
free cost calculator right now. 





City State 





| 
| 
| 
| 
| 
| 
| 
Address | 
| 
| 
a 


KENRO GRAPHICS, INC. 


For More Information Circle No. 375 
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SYVTRON 
Vibrating 


PAPER 
JOGGERS 


increase 
the efficiency of handling 
papers, opening mail, etc. 


i 


SYNTRON Paper Joggers turn many slow’ 


manual jobs into fast, efficient operations. 
Their 3600 instantly controllable vibrations per 
minute quickly align checks, material for 
microfilming, punch cards and mail for easier 
handling or for automatic machines. 


SYNTRON Paper Joggers are designed for 
long, dependable service with low mainte- 
nance. They are easy to operate. Available as 
table deck, divided deck, or bin type joggers. 


Write for free descriptive literature. 


SYNTRON COMPANY 


715 Lexington Ave. eu aes A 
For More Information Circle No. 368 
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plastic, colored buttons and magnet buttoris 

provide further versatility. Also available 

are Perlite miniature lamps and sockets. 

Lamps come in a protective plastic housing 
RI 


: bing’ 
ste RHEIN 
+e v* i ‘ obs 
in three colors and are connected in series 
with a resistor for operating at from 20 to 
120 volts. Sockets mount on the perfor- 
ated board without drilling. For More In- 
formation Circle No. 106. 


CLOTHING HANGER 
Bevco-Precision Mfg. Co., 831 Chicago 
Ave., Evanston, IIl., has added the Row 
of Hooks to its costumer line. This is a 
length of 1” diameter tubing, with hooks 


welded on, finished in bright mirror 
chrome. The Row of Hooks is designed 
for use individually or as an accessory to 
Bevco Tubular Wall Costumers. It at- 
taches on the same standard 16” stud 
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HERES THE ANSWER TO YOUR 
OFFICE DUPLICATING PROBLEMS 


~ 





— 





TESTED and PROVED! 


Efficiently runs all 
papers—from post- 
cards to newsprint. 


TESTED ond PROVED! 


Automatically feeds 
papers that have 
been cut unevenly. 


TESTED and PROVED! 


New separator fingers 
eliminate side rub- 
bers and adjustments. 


FOR EVERY BUDGET 
Model 70—Hand operated, 
with all the features ex- 
cept electric drive $214.50 
Modc! 76A—Electric, with 
Automatic Start-Stop 

seseee. $209.50 
Model 76B—Electric, with 
11” and 14” cylinder stop 
selector $324.50 

Plus F.E.T 

Slightly higher in Canada 


THe Orrice 





® 
Mark Il CONQUERORS 


new paper feed that passes every test! 


Heyer Mark IIL Conquerors are so simple to operate a child can run 
them. They will dependably print on all papers—in 1 to 5 colors at 
once — anything typed, drawn or written on a spirit master. Conquerors 
deliver 330 copies in just 3 minutes, at only a fraction of a cent each. 
Deeper feed tables have up to twice as much paper capacity as some 
competitive models. 

In addition, you save both time and money with such Heyer “‘firsts’’ 
as a Feed Tension Control at no extra charge . . . Copy Positioner 
Control, that raises or lowers copy quickly, effortlessly . . . Visible 
Fluid Supply, that conquers the problem of running dry . . . a built-in 
Copy Counter that conquers waste ... and the Automatic Start-Stop 
(on electric models), that shuts off the machine when the last sheet 
is fed through. Sold and serviced by a nation-wide organization of 
selected dealers, and backed by Heyer’s 56-year reputation for supe- 
rior quality and performance, a Heyer Mark IIT Conqueror is your 
best buy in Spirit duplicators. 


PROVE IT TO YOURSELF! 


YOU BE THE JUDGE! The HEYER Corporation 3-59 
Mail coupon today for 


1821 S. Kostner Ave., Chicago 23. Ill. 
new Illustrated Catalog 


i 

] 

] 
describi . Please RUSH my FREE Catalog and in- J 
fae bone new formation about a ONE WEEK FREE 3 
Supplies, and informa- TRIAL. : . 
) 

i 

i 

' 

‘ 





tion regarding a ONE Name 
WEEK FREE TRIAL of a 
Mark Ill Conqueror 
Spirit Duplicator. No 
obligation, of course. 





Company 


Address : 
a . State 


She Genesee wewasewne 


For More Information Circle No. 239 








~~ 
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It’s no wonder. INK-STIK was made for 

the office. There’s an INK-STIK especially 
for stenographers, secretaries, and 

one for accountants and 


receptionists ... 
and another for general 
a 


* 
C=] 
auditors... 
office work. There’s even an INK-STIK 
for the office boy or mail clerk who 
Joi nis needs a broad point for marking packages 
and writing shipping instructions. 
e Slim, trim featherweight balance 


e Writes 3.1 effortless miles 
e Instant starting, smooth writing 
. s... blue, red, 


Office! stant start 
e 8 distinctive ink colors 


black, green, brown, lavender 


The Original MICROPOINT 


’ ike Khas ae as gold, turquoise. 
you NEVER Refill 

FOUR BUILT-FOR-BUSINESS POINT STYLES 
Order from your stationery Utility-Point . 2. . a ae 
eupplier or direct, Steno-Point Se ate. chilies 30 eee 
giving stationer's name Audit-Point te nn 
All-Purpose Marker 59¢ 
id Red only) 


and address. 
(Black an 


March, 


Miicroromr, or 
Creator of Advanced Writing Instruments 
th, 1959 


For More Information Circie No. 289 
THE OFFICE 





centers across the bottom of the costumer 
with the same screws that hold the costum- 
er, as illustrated. The hook bars also may 
be used alone for hanging clothing in 
closets or entry halls. Ease of mounting 
makes them attractive to households be- 
cause two screws provide a whole row of 


properly spaced hooks on an attractive | 
chromeplated tube. The bar is easy to re- | 


move for decorating or changing its height 
when used by growing children. Row of 
Hooks are available in 2 to 6 ft. lengths 
at $1.25 per ft. with hooks spaced 512” 
apart. Immediate delivery. For More In- 
formation Circle No. 109. 


PORTABLE MICROFILMER 


Camcopy, Inc., Box 27, Matawan, N. J., 
offers the Copiflash portable microfilm 
camera for microfilming documents up to 
9%” x 15”. Unit weighs 5 Ibs., is preset 
and prefocused. Its strobe light source, 
circling the lens, provides approximately 


15,000 shots from a battery. The Camcopy 
Copiflash can be taken anywhere in its 
17” x 11” x 7” leather carrying case and 
used by anyone to make microfilm records 
at a total approximate cost of “2c per 


shot. Unit costs $350. A Camcopy Micro- | 


film Reader, which also can be used to 
make 8%” x 11” prints, is $400. For 
More Information Circle No. 140. 
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HAS ITS 


Your locked door is an open door to 
crime if you cannot account for all orig- 
inal and duplicate keys. 


By a professional, an amateur, or an 


| employee, unauthorized entry by key 


results in millions of dollars’ property 
loss yearly. 


Inventory * Toels * Records * Cash + Confi- 
dential Information * Samples + Personal 
Property * Equipment « Materials + Plans 
Furnishings * Supplies « Vandalism 


STOP LOSS. Control all your keys with 
TELKEE, the only complete, positive 
system of key control. As simply as filing 
correspondence, TELKEE insures you 
against property loss, saves time spent 
searching for misplaced keys, eliminates 
eventual re-locking expenses. 


From 21 to 2240 key capacities, there’s 
a TELKEE System to fit your property. 
Prices begin at $19.91. Savings in time 
alone will more than pay for TELKEE. 
The value of added protection and con- 
venience is immeasurable. 


FREE, “The Key To The Whole Thing”, 
your guide to TELKEE protection for 
your property. 


— P. O. MOORE, INC. 


A Subsidiary of SUNROC Corporation 


The MOORE KEY CONTROL System 


GLEN RIDDLE 81, PENNSYLVANIA 
For More Information Circle No. 298 
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, 

Don't break your back 
digging up buried information! 
LOCATE YOUR RECORDS EASILY—No more fussing 
and fuming. With Pronto files your records are 
as active as your regular files. 

BEAUTIFUL APPEARANCE—Finish in attractive 
olive green to match your regular office files. 
STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board... reinforced with steel 
on the shell and the four corners of the drawers 
as well. 
SAVE FLOOR SPACE—Prontos are constructed to 


interlock into solid units and stack as high as 
the ceiling. 





Letter Size 


$3.70 


Prices slightly higher 
in Texas, Colorado 
West of the Rockies and 
outside the USA 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N.Y. 


For More (nformation Circle No. 418 


4 
Check Size $2.50 
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CALCULATORS 


Lagomarsino F.A.I., 36 Viale Umbria, 
Milan, Italy, makes full keyboard Numeria 
calculators in hand and electric models. 
The model 5401 manual machine (illus- 
trated) has a capacity of 8 x 8 x 16 and 
retails at $179.50. Other hand models are 





the 5301 with capacity of 10 x 8 x 16, and 
the 5903 with capacity of 10 x 11 x 21. 
Electric models for AC-DC_ operation 
have keys for automatic multiplication 
and semiautomatic division. Electric model 
8321 has capacity of 10 x 8 x 16; model 
8923, 10 x 11 x 21. For More Information 
Circle No. 143. 


LABEL GLUER 


Glue-Fast Equipment Co., 12 White St., 
New York 13, N. Y., makes a heavy duty 
bronze Label Gluer for applying glue to 





large-sized ungummed labels. Its simplicity 
of construction makes it easy to operate 
and clean. Made in three sizes, 6”, 9” and 
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The demand for Production Dynamos is 


mounting daily . . . so we’ve increased the 
line! On all four models, the vacuum frame 
loads in the conventional face-up manner 
. .. then—with a touch of the release knob— 
the entire frame pivots face downward for 
exposure! A special-design reflector and a 
built-in carbon arc lamp guarantee a less 
than 10 percent light variation over the 
entire area. Perfect contact between plate 
and negative is accomplished by means of 
an exclusive, one-piece molded live rubber 
blanket. Unlike conventional units, there is 
virtually no light leakage. Production Dyna- 
mos are compact units easily operated from 
one position. 











NOW IN 4 sizes 


AAG 
ORIZ 
30,40 
30,072 


FT-26 (21"x24'%” size)...... $495.00 
FT-32 (28’x32” size)........ $595.00 
FT-40 (30"x40" size)........ $695.00 
FT-62 (50"x62” size)....... $1295.00 


As an extra convenience . . . glass on 
the FT-62 raises by means of supports 
on either end, for easy operation. For 
further information on all of the above 
models, contact your dealer, or write 
for Bulletin 500-0. 








company, inc. 


General Office and Factory: 824 S. Western Ave., Chicago 12, Ill. 
EASTERN SALES AND SERVICE: 214 FOURTH AVENUE, NEW YORK, N.Y. 


For More Information Circle No. 240 
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USE SLIP-ON LABEL HOLDERS 
for neater more attractive indexing 








3 Standard Sizes 


SO-1 for 1” Ring Books 
$O-1% for 1%” Ring Books 

SO-2 for 2” Ring Books 
You'll enjoy their neat uniform appearance. 


Their durable metal construction will last 
indefinitely. 


Your Choice 


of Kolor-Kli Binders 





















| 
| 
| 
| 
Red, blue, green, | They're made of 
black and ivory | Vinyl Plastic— 
—fabricated ) will 74 — 
fro lastic. curl—wi S 
stip ras | fit every type 3 tandard Sizes 
S of open back PBS—'" x 22” 
2 tandard | binder. PBM—1" x 22” 
Sizes oe PBL—2” x 214" 
KK-1 for 1” , rd LOCKING DEVICE 
H y SPECIALLY TREATED 
oy ge —— BOTH SIDES 
KK-2 for 2” They slip into 
Ring Books For proper size position to lock 
Built-in storage when ordering, | on any size 
space for label. for ring binders, | post—and grip 
Clips swivel for a measure diam- | firmly without 
perfect fit. eter of ring. marking. 





Available from your Office Supply Dealer or for information write to 


Office Products Ine. 7227 “7 mie Re 


West Coast Distributor: Canadian Distributor 
Arch K. Ansty, 171 2nd St., San Franciso 5 + The Luckett Loose Leaf, Limited, Toronto 14, Ontario 


Territories available for Dealers and Distributors 


For More Information Circle No. 214 
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12”, these Glue-Fast Label Gluers are de- 
signed to speed labeling and shipping room 
procedures. For literature describing the 
units, Circle No. 131. 


CARBON PAPER 


Roytype Dept. D, Royal McBee Corp., 
Port Chester, N. Y., announces Roytronic 
carbon paper which will not curl, slip or 
smudge. Roytronic is especially suited for 
electric typing. Made with pure carnauba 
wax, it has a very hard, clean sur- 
face which makes possible clean, perfect 
copies every time, with no roller marks, 
finger-smudging or fuzziness. The long 
lasting carbon paper provides a uniform, 
clear-cut write throughout its life. Roy- 
tronic’s distinctive pink backing, coated 
with a plastic, eliminates slipping of the 
copy as well as curling of the carbon. 


Roytronic 


IYTYPR CLEAN CARBON PAPER 





Straight lines are assured from beginning 
to end of copy. Roytronic is packaged in 
a Carbon-Keeper Box, readily identifiable 
by its pink atomic symbol on a black back- 
ground. The bottom portion of the box 
fits neatly into the stationery compartment 
of the desk. A cut-out enables the typist to 
pick up exactly the number of sheets she 
requires without disturbing the remainder. 
This keeps the stored carbon flat and neat 
at all times. Roytype Roytronic carbon pa- 
per is available in a variety of weights and 
finishes to meet all normal copy require- 
ments. For free samples, Circle No. 125. 
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Perfect Copies 


with budget priced... 
- MASTER LIQUID 
PORTABLE DUPLICATOR 


Sule 


ee 











complete 
with 
carrying 


case and 


| supplies 


The Litthke Machine That Does A Big 
Job! Just write, draw or type your 
message and you're ready to print 
bulletins, lists, business forms, mailers, 
letters . . . in up to 5 colors at one 
time. 


CLEAN ... Uses paper masters and colorless 
spirit fluid. NO GELATINS. NO INKS. 


EFFICIENT . . Bright, clear, smudge-free 
copies every time? Dry immediately . . . no 
need to slip-sheet. 

FAST... 10 to 15 copies per minute... up 
to 300 copies per master. 

EASY-TO-USE ... Anyone can operate a 
Master Duplicator . . . trouble-free and fully 
guaranteed. 


See your local Office Supply Dealer 
or write for complete information. 


MASTER ADDRESSER COMPANY 


6500-0 W. Lake St. © Minneapolis 26, Minn. 
For More Information Circle No. 310 











sORT-()-FILE 


Reg. U.S. Pat. Off. 
SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS INU 


For fast hand-sorting of cards, 
checks, letters, invoices, orders, 
business forms or public docu- 
ments. For collating on the 
new Col-A-Tron. Write for 
illustrated circulars. 





Representatives everywhere. 


Since 1916 


Associated Industrial Designers 
P.O. Box 39652, Los Angeles 39, California 
Plant: 1250 East Sixth Street 
Warehouse: New York, Chicago 








For More Information Circle No. 311 
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Speed Your 
Mail Distribution 
with NEW 


Mail-Kwik 


SORT, DISTRIBUTE, COLLECT 
MAIL in less time! New LeFebure 
MailKwik System promptly dis- 
patches all incoming, outgoing and 
inter-office mail without delay and 
error. Deliveries and pickups 
made in one continuous cycle. 
MailKwik is built with shelves 
and compartments to your specific 
needs. Choice of 12 finishes. For 
complete information, write the 
LEFEBURE CORPORATION, Dept. P, 
Cedar Rapids, Iowa. 


Le Febure 


operating ideas and equipment 
for every office 


Febue 


For More Information Circle No. 303 








RECORDING SCANNER 


Times Facsimile Corp., 540 West 58th 
St., New York 19, N. Y., announces the 
Multichannel Data Recorder which is 
versatile in readout and display. It trans- 
lates frequencies, currents and voltages in- 


| to visible, precise records, and is capable 


of up to 1000 discrete marks (or channels) 
on 19” wide dry electrosensitive recording 





paper. This multistylus scanner has a pre- 
cise rectilinear scanning system, and scan- 
ning, or sampling, rate of channels up to 
two scans per second. It records analog, 


| digital and alphanumeric data, has a vari- 


able scale width for selecter channels, and 
a single amplifying system for event chan- 
nels, plus bridged inputs for analog chan- 
nels. For More Information Circle No. 
136. 


PHOTOCOPIERS 


Rovico, Inc., 318 Market St., Newark 
2, N. J., announces new features which 
more than double the copying speeds of 
its all-purpose equipment. Newly designed 
developing unit and developing solution 


| formula are responsible for the increased 


operating speeds. Rovico models also fea- 
ture large throat capacities of 12” in the 
Standard, 1542” in the Executive, and 
1914” in the Copymaster. The increase in 


| Revico’s Standard Model from 10” to 12” 
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Beats 
even 
an abacus 
p Lo} a 
low cost 
figuring— 
the 
10-key 


Sal oinmloin—lola 





listing’- 


adding machine 


< omptometer § heaps gist 
® BETTER PRODUCTS 


1724 N. Paulina Street, Chicago 22, Illinois /ro serrer BUSINESS 


Gentlemen, We don’t use the abacus in 
our office. I’m more interested in how your 
machine compares with other 10-key listers. 

Is it true that the Comptograph costs less 
—yet adds, subtracts and multiplies up to 
30% faster... with single, double-register, 
and wide carriage models to fit all needs? 


If so, send the information to: 
Name 

Firm 

Address 


City Zone _ State 


For More Information Circle No. 244 
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permits feeding 842” x 11” letterheads 
sideways for faster copying. This saves an 
estimated 242 seconds per letter. Rovico’s 
19%” Copymaster is their largest all pur- 
pose photocopier. All Rovico machines 
make permanent copies from any ink, 
crayon, carbon or non-carbon based mate- 
rial in any color from any paper. They 
copy both one and two-sided originals, 
either opaque or transparent, and can make 
multiple copies of both. For More In- 
formation Circle No. 137. 





| PASTE PEN 
The Business Game goes smoothly Distribu- 


1. .tors East, Dept. 
when moves are signalled b 


T.O., 625 West 
140th St., New 
Yoru 31, WN. YX: 
offers the Presto- 
Paster pen which 
dispenses about 
4000 dots of paste 
from one filling 
Refill will reload it 









PROJECTING 
SIGNAL 


c “Nfertica 














four times — an 
average year’s sup- 
ply. Paste dot can 
be removed with a 
damp cloth. Used 
for mounting. 
hanging bulletins 
and fastening pa- 
pers together 
Presto - Paster pen 
and a refill costs 





in regular 100-Pack. And in handy 
20-Pack Plastic Boxes 






$1.70. For More 
GEORGE 8. GRAFF COMPANY Information Circle 
54 Washburn Ave. Cambridge 40, Mass. No. 193. 


For More Information Circie No. 3338 
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First choice of 
office workers 
and management 

everywhere 


The superior design, engineering and construction of 
Tiffany Stands provide “safety insurance” for workers 
and machines ...help office efficiency and cost no 


more than ordinary stands, in the long run. 


Worth writing 
home about... 


TIFFANY 


OFFICE MACHINE 


STANDS 








MODEL 5000 


Rigid... providing 
“safety insurance’ for 
costly office machines. 
Framework Ye” thick, 
angle and channel steel, 
reinforced. 4-cup, open 
top reduces machine 
noises and vibration. Ad- 
justs to hold most size 
machines. 











EXTRA-HEAVY DUTY stand for 
Electric Typewriters, Bookkeeping 
Machines, etc. VIBRATION-FREE, 
amazing strength and rigidity. 
Open-top...the “escape hatch” for 
noise dissipation. 








For further information, 





© TIFFANY STAND CO. 3\ccs's no 


write Dept. O 






7350 FORSYTH 


For More Information Circle No. 241 
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ea The Only Modern 
FULLY AUTOMATIC Calculator 


_— 


with 
BAY Oe Be-latsiicles 
PLUS a Memory 


Increases Calculating Speed! 


Reduces Operator Error! 


© New patented principles eliminate recopying and resetting! 


@ Full back-transfer from answer dials to keyboard 
gives uninterrupted operation. 


e Short-cut pushbutton multiplication. 
e Keyboard dials prove accuracy at a glance. 


Be sure to see and try inexpensive PLUS Diehl before replacing 
your present equipment. Five models to fit your needs. 


Sole United States Distributor: PLUS DIEHL Calculator Division 


CONTROL SYSTEMS, INC. 


5 Beekman Street New York City 38, N.Y. REctor 2-0045 


Representatives in Principal Cities 


DEALERSHIPS AVAILABLE — Write today for full details of 
the PLUS DIEHL dealership plan. It offers a complete new 
field for profitable calculator sales. 





For More Information Circle No, 222 
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PAPER JOGGER 


Syntron Co., 715 Lexington Ave., Hom- 


er City, Pa., makes the B2TJ-15 double- | 
bin vibrating Paper Jogger for reducing | 
office paper handling costs in office and | 


mailroom. It quickly aligns scrambled 


stacks of correspondence, invoices, forms, | 


cards and any of the multitude of papers 
that take up so much of the office force’s 
valuable time. The Jogger is particularly 
effective for straightening file papers prior 


to microfilming, aligning forms and cards 
prior to machine processing, and shaking 
down envelope contents before machine 
opening of incoming mail. Its double bin 
eliminates lost time and effort. By replac- 
ing a load as one is removed, one load is 
always being jogged and ready for work- 
ing without waiting. This Syntron Jogger 
is electromagnetically vibrated 3600 times 
a minute. Power is instantly adjustable, to 
suit the best jogging characteristics of the 
paper being handled, by the turn of a dial 
on the face of the base unit. For More In- 
formation Circle No. 118. 


CLOGGED DRAIN OPENER 
Miller Sewer Rod Co., Office Dept., 
4640 N. Central Ave., Chicago 30, IIl., 
has improved its All Purpose Flushing Gun 
which clears obstructions from pipelines 
of from %” to 6” diameters including 
clogged toilets, sinks, urinals, bathtubs, 


> 
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AUTOMATIC 
OFFICE PAPER 
SHREDDER 


Add filing space 
by destroying can- 
celled checks, ledger sheets, time 


cards, W2‘s, pay vouchers and 
obsolete papers—in your own office! 
The new “SILVER EXECUTIVE AU- 
TOMATIC” Paper Shredder is the 
only automatic feed machine ... 
shreds papers into unreadable %4” 
strips, in just @ few seconds! . The 
machine is an attractive, typewriter- 
size, portable desk model, with full 
2 HP motor. Completely safe, and 
sasy to operate. Many other sizes 
available, too. 
Ten-Day Trial on any shredder, 
Write today for literature. 


INDUSTRIAL SHREDDER 


AND CUTTER COMPANY 
103 MILL ST. © SALEM, OHIO 


For More Information Circle No. 367 
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HOW TO INCREASE 

YOUR MANAGEMENT 
EFFECTIVENESS WITH 
A $5.00 INVESTMENT 


Managing is the art of communicating 
work information to people. Improve 
your methods for ordering work, get- 
ting action and controlling results and 
you become a BETTER manager. 


We can name hundreds of companies 
using a twice-a-month service called 
SYSTEMATION to increase the effec- 
tiveness of executives. SYSTEMATION 
costs $20.00 per year. But you can 
get a trial subscription for $5.00 for 3 
months (6 issues). 


Act today and start cashing in on this 
“know how.” Send order or check to 


SYSTEMATION, Div. of Ross-martin Co. 
Dept. A 439, Box 800, Tulsa 1, Okla. 








For More information Circle No. 314 


A CUSTOMER WRITES: 


“| have again read your letter from the 
inside page of your !959 catalog and | 
believe what you 
say about the big 
savings. The Tal- 
lahassee prices 
will support your 
statement 365 
days in the year.” 


Write For Your 
Free Copy Of Our 
Giant 1959 Iilus- 
trated 112 Page 

Catalog Today! 


No Salesman Will Call 


ern mnie mere ie vse + 


Industrial Division 


ACCOUNTANTS’ SUPPLY HOUSE 


518 Rockaway Ave., Valley Stream, L!, NY 
NAME 

FIRM 

ADDRESS 





water pipes, sewers, etc. It is clean and 
easy to use, eliminating messy snakes and 
harmful chemicals. By inserting the Flush- 
ing Gun into a test plug and using run- 


COUPLING —e 


$F PLUG 
Tt i 





ning water, you get 100 to 150 Ibs. of 
air pressure which cleans obstruction in- 
stantly. Its use saves costly plumbing bills 
because anyone can use the Flushing Gun. 
For descriptive literature, Circle No. 179. 


MACHINE STAND 


Badger, Inc., King at Front St., La 
Crosse, Wis., makes the Luxco Model 
B410 stand which has a drawer and toe- 


operated elevating device, yet sells for only 
$19.95. Top is 14%” x 18” and the two 
folding 1442” x 82” drop leaves have full 
piano hinges and spring loaded support 


THe Orrice—March, 1959 





= 





WITH THE MOST 
ADVANCED FEATURES IN 
SPIRIT DUPLICATORS 


Clean, sharp copies without 
ink, gelatin, type or ribbons. 
Puts the speed ana efficiency 
of an all electric operation 

in your hands at a lower 

cost than you would imagine. 


$299.50 


plus F. E. T. 





EXCLUSIVE TELL-TALE 
SIGNAL LIGHT 

Golden Streak automatically 
shuts off after /ast sheet is 
duplicated. Tell-Tale Signal 
indicates current is still 
flowing--lifting control knob 
shuts off current, stops fluid 
flow and releases roller pres- 


sure in one single operation. 


For full details on our complete line of Spirit and Stencil 
\ 4 copy- rite by Duplicators and Supplies, Write Dept. O-16 


womanul"ausitentor 1201 West Cortland Street « Chicago 14, Illinois 
AND .SUPPLY Redwood City, Calif, *« Brooklyn, New York 





For More Information Circle No. 459 
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HOW TO INCREASE 

YOUR MANAGEMENT 
EFFECTIVENESS WITH 
A $5.00 INVESTMENT 


Managing is the art of communicating 
work information to people. Improve 
your methods for ordering work, get- 
ting action and controlling results and 
you become a BETTER manager. 


We can name hundreds of companies 
using a twice-a-month service called 
SYSTEMATION to increase the effec- 
tiveness of executives. SYSTEMATION 
costs $20.00 per year. But you can 
get a trial subscription for $5.00 for 3 
months (6 issues). 


Act today and start cashing in on this 
“know how.” Send order or check to 


SYSTEMATION, Div. of Ross-Martin Co. 
Dept. A 439, Box 800, Tulsa 1, Okla. 








For More Information Circle No. 314 


A CUSTOMER WRITES: 


"| have again read your letter from the 
inside page of your 1959 catalog and | 
believe what you 
say about the big 
savings. The Tal- 
lahassee prices 
will support your 
statement 365 
days in the year." 


Write For Your 
Free Copy Of Our 
Giant 1959 Illus- 
trated 112 Page 

Catalog Today! 


No Salesman Will Call 





Industrial Division 


ACCOUNTANTS’ SUPPLY HOUSE 


518 Rockaway Ave., oe Stream, LI, 


For More Information Circle No. 315 





water pipes, sewers, etc. It is clean and 
easy to use, eliminating messy snakes and 


| harmful chemicals. By inserting the Flush- 
| ing Gun into a test plug and using run- 


N 
COUPLING ~_ LX 


$T PLUG 
Tt sis 








ning water, you get 100 to 150 Ibs. of 
air pressure which cleans obstruction in- 
stantly. Its use saves costly plumbing bills 
because anyone can use the Flushing Gun. 
For descriptive literature, Circle No. 179. 


MACHINE STAND 


Badger, Inc., King at Front St., La 
Crosse, Wis., makes the Luxco Model 
B410 stand which has a drawer and toe- 


operated elevating device, yet sells for only 
$19.95. Top is 144%” x 18” and the two 
folding 144%” x 8%” drop leaves have full 


| piano hinges and spring loaded support 
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WITH THE MOST 
ADVANCED FEATURES IN 
SPIRIT DUPLICATORS 


Clean, sharp copies without 
ink, gelatin, type or ribbons 
Puts the speed and efficiency 
of an all electric operation 

in your hands at a lower 
cost than you would imagine. 


$299.50 


plus F. E. T. 





EXCLUSIVE TELL-TALE 
SIGNAL LIGHT 

Golden Streak automatically 
shuts off after last sheet is 
duplicated. Tell-Tale Signal 
indicates current is still 
flowing--lifting control knob 
shuts off current, stops fluid 
flow and releases roller pres- 


sure in one single operation. 


For full details on our complete line of Spirit and Stencil 


\4 copy- rite by Duplicators and Supplies, Write Dept. O-16 


watast"eusiicatos 1201 West Cortland Street « Chicago 14, Illinois 
AND .SUPPLY Redwood City, Calif. *« Brooklyn, New York 





For More Information Circle No. 459 
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SPACEFINDER FILES... 


... HAVE PROVEN, in hundreds of offices, that they can 
SAVE YOU 50% or more in filing time, space and money! 


ONLY SPACEFINDERS... 


offer you these 
exclusive advantages. 


| Welded cabinet of Spacefinder is de- 

signed specifically for MAXIMUM 
FILING EFFICIENCY. It is not an adap- 
tation of shelving! 


Spacefinders are complete and ready 

to use. When you move or change 
your department, you can MOVE THIS 
RUGGED FILE WITH CONTENTS 
INTACT! 


3 Optional doors give DUST, DIRT 


and FIRE PROTECTION, serve as 
handy pull-out work shelves, and can be 
provided with locks. 


Spacefinders are an appearance asset to any @ Note visibility and availability of thousands of records. 
office—available in a wide range of sizes. 


Send today to Tab Products Co. 995 Market 

Street, San Francisco 3, for 24-page brochure, rT" ZF ES 
and name of our local representative for skilled 

help in showing you how to save filing time, pmonpwortes oo. 
spece and money. 


For More Information Circle No. 279 
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arms. Top is undercoated with sound ab- 
sorbing compound for quiet machine 
operation. Drawer is letter size. Stand has 
non-marring plastic feet for firm fixed posi- 
tion, and large diameter rubber casters for 
silent portability. For More Information 
Circle No. 110. 


STATEMENT-LEDGER FORM 


Cromwell Printery, Inc., Church at 
Bleecker, Albany 1, N. Y., makes a 5 in 1 
combination statement-ledger form which 
cuts bookkeeping costs. It fits standard 
6%4 window envelopes, and comprises 
four statements printed on 15 Ib. white 
NCR (No Carbon Required) stock and a 
buff NCR ledger card. The top portion 


contains using com- 
space for customer’s 
The lower portion is 
divided into six columns for date, item, 
charges, credits and balance. The form 
is addressed once, the impression carry- 
ing through to all parts, and the current 
billing information inserted. The first 
month’s statement is mailed to the cus- 
tomer and the rest of the set is retained. 
As the customer makes payments and re- 
ceives deliveries or service, these are noted 
on the form. Each following month, one 


of each statement 
pany’s name and 
name and address. 


of the remaining statements is mailed to | 


Tue Orrice—March, 1959 


BUSINESS COURSE 


Learn to Apply 
Electronic Computers 


> Data Processing needs Trained 
Personnel 
TO: Take a new look at established 
practices 
Devise new systems and pro- 
cedures 
Reduce office costs 


> Business Electronics Inc. will help you 
prepare on the job or at home with 
PROGRAMMING FOR 
BUSINESS COMPUTERS 
A Home Study Course designed for 
inexperienced people, developed by 
Business Computer Experts 
>» Take advantage of BE’s 3 years 
successful experience training 
personnel for EDP 
Write for Free Brochure 


BUSINESS ELECTRONICS 
INC. 


Computer Dept. 


420 MARKET STREET 


' SAN FRANCISCO, CALIF. 
enbes National Home Study Council 
For More Information Circle No. 428 


A welcome oift for 

all SLIDE fans. 40 

slides, at once, may 

be egread | olay 

the ide-Sorter 

illuminated top for i 

rapid... easy se- YN 

lection and arrangement 

of slides in any order or 

sequence desired for screen co 

projection. Order several for - 

gifts . Order one for yourself 

Satisfaction or money refunded 

SendCheck orMonevOrdere NoC.0.D 
H. E. GEIST Co. 


each 


Plus $1.00 for 
Postage and 
Handlina 


8614 Lorain Ave., Cleveland 2, Ohio 











For More Information Circle No. 443 
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the customer. With each monthly state- 
ment the company and the customer have 
a complete record of all transactions. Af- 
ter four months, the company has a ledger 
card covering all dealings for that period. 
This form can be posted by hand, type- 
writer or billing machine and can be 
punched to suit user’s requirements. For 
samples and prices, Circle No. 180. 


TIME RECORDER 


Cincinnati Time Recorder Co., 1733 
Central Ave., Cincinnati 14, Ohio, an- 
nounces that the usefulness and versatility 
of the desk size Sentinel payroll and job 
time cost recorder are increased by an 
attachment that will schedule the ringing 
of bells, buzzers of other signaling or con- 
trol equipment. Operated by the same 
integral mechanism as the time recorder, 
this attachment brings all signals into 
exact synchronization with both the indi- 
cating clock and printed time. It does not 
interfere with basic operation of the Sen- 


tinel which provides accurate, printed rec- 
ords of in-and-out time on any size card 


or paper. Both the Sentinel and the at- 
tachment are operated by a synchronous 
motor on 110-volt utility power. The new 


DISTINCTIVE ENGRAVED AVED DESK SIGNS 


Increase personnel “prestige” and pro- 
mote office efficiency! Made of laminated 
bakelite, 1/2 x 7/2, permanently en- 
graved and inserted in a crystal Plexiglas 
base. Panel available in black, gray, 
green, red, walnut and mahogany with 
white letters. Attractive and easy to clean. 
Order yours today! 


Send for complete catalog 


PLASTIC LETTER INDUSTRIES, INC. 


Only $2.50 ea. 


6 or more $2.00 ea. F.O.B. Chicago 
25% deposit required on all C.O.D. orders. 


and quantity price discounts. 


° 190 N. Wells, Chicago 6, Ill. 


For More Information Circle No. 316 


| ¥acto’ Refill Blade _ OFFICE 


Use X-GCTO Knives 

for corrections on spirit-type duplicating 
masters, magazine and newspaper clipping, 
erasures, paste-ups, sharpening crayons and 


pencils. HANDICRAFT TOOLS, INC. 


a division of X-ACTO, INC, 48-41R Van Dam St., 


KNIVES 


*Pat. Pending 
LIS. 1, N. ¥. 





SPECIAL OFFER! 


Safety-Guard knife* 
sleeve completely 
covers blade when 
not in use, 


Special Price 


$1.00 complete. °P°" closed 











For More Information Circle No. 317 
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This permanent active file binder 
will increase the efficiency 
of your active files. | 


‘Bound papers 
read like a book”’ 
fram front to back. 


ng flap 
indi ¥ ongs 


FILE BINDER 


SYSTEM TASSED 2/5 CUT 


Important contracts, credit information, price 
agreements and other important papers should be 
separated from the general correspondence, in the 
individual file folder, by binding these important 
papers in a Smead File Binder. Here they are 
securely held in place by the metal fastener. This 
File Binder is then placed immediately behind the 
regular individual folder of that same account. Here 
it can be immediately located and all documents 
will appear in the order in which they were origi- 
nally filed 

The File Binder can be marked ‘Do not trans- 
fer." This will prevent the possibility of trans- 
ferring important papers to the inactive files 

Smead's File Binders are furnished in different 
colors—colors you may select to typify different 
classifications 

A credit file adaptatton of this binder is Smead’s 
number 615CR furnished in bright red, with a 
credit information form print on the front. 


SEE YOUR STATIONER OF... 
WRITE US FOR A FREE SAMPLE 


The File Binder is placed immediately THE SMEAD MANUFACTURING CO., INC 
behind the regular individual folder of Hastings, Minnesote 


that same account. Please send me a free sample of Smead’s File Binder 


QO No 615FB [] No 615CR_ Specify Color (_] Red, 
(J Blue, (1 Green, (-) Redrope, 1] Goldenrod, [1] Manila 


Name —__ 





HASTIN Address 





City - = 
Ce ae ae a ee ee ae ee ee 


For More Information Circle No. 215 
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NEW! DISCOVERY! 


SAVES PLUMBING BILLS "ENS, DRAINS 


INSTANTLY 
Miller Sewer Rod Co., 


Office Dept., 
4640 N. Central Ave., Chicago 30, Ill., 


makes the Plumber’s All Purpose Flush- | 
ing Gun for cleaning obstructions in of- | 


sinks. Anyone 
and it is said 
no matter 


fice toilets, urinals and 


can operate its easy trigger 
to clean all pipes ‘up to 500 ft., 


how many bends there are. Can be used 
on any waste pipe 
clear paper, rags, grease, sand and other 
debris. Obstructions float away when 
struck by the gun’s hammer 


value. Free Booklet. (ADV.) 
For More Information Circle No. 436 


fd bate 
slranrleAds 
DIES ano PROOFS $ @0 for 


—~ 1000 
Gorin’ BUSINESS CARDS 

500 $11 « soe Se 5 Qceiial 
COVERS @ 


Ad, ; (530 100 
DEWBERRY aewie CO. 


807 SO. 20th ST., BIRMINGHAM 5 ALABAMA 
For More Information Circle No. 437 
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from %” to 6” to | 


blow. Of- | 
fered on a 30-day free trial to prove its | 


Cincinnati “X” attachment is built 
the Sentinel on special order. 
Information Circle No. 115. 


into 
For More 


TABLE TOP 


Johnson Plastic Tops, Inc., Elgin 11, 
Ill., makes a decorator-inspired metal edge 
for table, desk and furniture tops, Silhou- 
ette in Gold. This Johnson Type SG edge 
is exceptionally thin gold bronze anodized 
over aluminum in a swept-back design. It 
gives a grace and elegance to tops and 
an overall impression desirable in fine 


installations. Size is not limited and Type 
SG can be contoured to almost any de- 
sired shape. Smallest corners for square 
tops come with 1%” radius. Available in 
other finishes such as plain anodized 
aluminum, black or copper, with a satin 
finish, it has all the performance qualities 
associated with Johnson’s custom fabri- 
cated construction. For More Information 
Circle No. 156. — 


ELECTRONIC STENCILS 


Mimeotronic Stencils, 24 East 21st St., 
New York 10, N .Y., makes electronic 
stencils from letterheads, line drawings, 
forms, photographs, typed and_ printed 
material, or any combination of these. 
These electronic stencils are available to 
dealers as well as the general public and 
can run up to 15,000 copies with clarity 
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find things 
easier 
with 

HOL-DEX 








Use Hol-Dex transparent, insertable 
Label Holders on shelves, binders, 
boxes, bins, trays, desks, drawers, 
cabinets. Identifies — classifies. 


Labels stay clean and legible. Easy 
to change. Hol-Dex sticks anywhere, 
won't mar. Easy to remove. Eight 
transparent colors permit color cod- 
ing. Made in %”, 2”, %4” and 1” NVA ac 


Vinita S"Seina ars - 
one-inch units. Price 30¢ for 6” strip. DMN: 


Commercial stationers and others sell 


Cel-U-Dex trouble savers. 1) WW 7 


Or write for free sample and folder. 











e Label clean and quick. e Inserts slip in or out. 
© Just press on. ¢ A seamless plastic tube. 
e Mars nothing, no holes. e Lengths to 36” available. 


CEL-U-DEX core 


NEW WINDSOR, NEWBURGH, N. Y. 











For More Information Circle No, 373 
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on any mimeograph duplicator. For price 
list and samples, Circle No. 126. 


DESK ACCESSORIES 


Qualiton, 2401 S. Main St., Los Angeles 
7, Calif., makes the Transition No. 3000 
Series of desk accessories which blend fine 
quality walnut and top grain upholstery 
leather for attractive groupings. The line 
includes desk pads, blotter, pen stands, ash 
trays, lighter, calendar, memo pad, etc. 
For More Information Circle No. 170. 


Self-Sticking 


mylar* 
key punch 


correction 


For fast, permanent tab card correction — use 
Brady self-sticking seals of Mylar polyester 
film. Stick tight at a touch, stay stuck. Not 
affected by storage, humidity. Super-thin (214 
mils) ... feed freely through tabulating equip- 
ment without catching, jamming or tearing loose. 


Brady correction seals are easy to apply from handy 
Blue Streak® Dispenser Cards. Low cost — 80¢/M, 
216 Y%" x YW," seals per card. Available in 

opaque red, transparent or silver (special order). 


Write for Bulletin No. 188 and free samples. 


*Du Pont Registered Trade Mark 
WwW. H. BIRIAIDIY co. for their polyester film. 
754 West Glendale Avenue, Milwaukee 9, Wisconsin « Est. 1914 


MANUFACTURERS OF QUALITY SELF-STICKING INDUSTRIAL PRODUCTS 
For More Information Circle No. 329 


OFFSET PLATE 
FILE 


Mim-E-O Stencil 
Files Company, 
1051 N. Paulina 

Chicago 22, 
announces 
double saddle en- 
velopes for filing 
two offset jobs 


(both sides of a 
job, plate and neg- 
ative separately, or 
plate and all work 
sheets) in one cen- 
tral easily found 
place. It requires 
no clips and 
mounts on a re- 
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His... 


Carbon copies that have an 
“original-like” appearance, clean 
and clear in every detail... 





Hers... 


Perfect carbon copy results - 
every time; an end to the RLS 


“Messy Fingers Era” of typing... the new 
BEAUTYRITE® “~~ 

Modern is the word for this carbon paper a oe 4 
that produces up to 15 copies at one typ- ee -# 
ing; that cannot smudge fingers or copies 
under normal handling; that always assures 
you the same high level of carbon copy 
quality. Prove it by filling in the coupon. 


BEAUTYRITE 44... 


THE CARBON THAT CAN'T BE COPIED 





Memington. KReand Please send me free samples of Beautyrite 44 Carbon 


Paper. 
Division of SPERRY RAND CORPORATION 
NAME 


315 FOURTH AVENUE, NEW YORK 10 
Room 1345 ADDRESS 


CITY ZONE 


For More Information Circle No. 224 
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THERE IS NO OTHER WAY 


| to store old 
OFFICE RECORDS 
for less than 

50¢ per cu. ft. 


shipped flat and stores flat...takes 
up practically no room 


pops open for use instantly... thanks to 
exclusive automatic folding action 


exceptional stacking strength...stack 
"em to the ceiling without shelving 


double bottom cannot “fall through” 

easy to carry...even when full 

separate removable telescopic cover 
Write today for prices on 100 to 5000 quantities. 


THE PAIGE COMPANY 


114 East 32nd Street New York 16,N.Y. 
For More Information Circle No. 266 


N Oo W i TYPING that looks 
e like PRINTING — 


at a fraction of the cost! 





Inexpensive Typewriter Composition That 
Looks Like Expensive Typeset Printed Matter 


Your “‘copy"’ CAN Look Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 
up in type can be well reproduced with 
typewriter cormposition, and JUSTIFIED 
so that regular type-set printing is 
sirmmlated. Regardless of the process 
of reproductior whether for a daily 
newspaper, an elaborate brochure, or 
a simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
savings than ever before possible The 
two columns shown are IDENTICAL 
line for line. Compare them ar ee 
how perfectly the MARGINATOR evens 
up the right-hand margin 


Your “‘copy’’ Now Looks Like This 


Now - your typewriter is more useful 
then ever. Anything that is now set 

up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
a simple offset, mimeographed, or 
hektographed bulletin, the Marginato 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin 


Write for Free Illustrated Folder 


MARGINATOR COMPANY, 1121 W, Magnolia Ave., Burbank, Calif. 





For More Information Circle No. 267 
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usable hanger for filing in any model 
Mim-E-O cabinet. When a file envelope is 
discarded, the hanger is re-used. Without 
lifting the envelope .from the file, any 
plate, negative or record is instantly avail- 
able. Curved-top envelope design gives 
thumb and index finger access to all con- 
tents. These economical envelopes are 
made of the same strong kraft stock used 
in Mim-E-O’s single filing envelopes. The 
tough saddle hinge is permanently applied. 
Tests prove that a saddle envelope held 
by two people cannot be pulled apart. 
The hinge also wears indefinitely. For 
More Information Circle No. 116. 


ALPHABETIC INTERCOUPLER 

Systematics, Inc., 60 East 42nd St., New 
York 17, N. Y., has an Intercoupler which 
makes possible the automatic recording, in 
punched cards or paper tape, of alphabetic 
information which is indexed on the type- 
writer keyboard of Burroughs Series M 200 
machines. The standard Systematics B 400 
series numeric Intercouplers have proved 


valuable in many billing applications by 
generating automatically punched media 
for each line of an invoice with such data 
as invoice number, customer number, sales- 
man’s number, item number, quantity, unit 
price and extended amount. Applications 
also have been programmed to handle 
backorders and commissions. With the 
B 445, names and addresses, catalog num- 
bers and item descriptions can be trans- 
lated automatically into computer lan- 
guage. Systematics, Inc., also manufactures 
Intercouplers which produce IBM and 
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TELL YOUR STORY 
ot WAYS eee 


© Paper Pad Presentations © Blackboard Chalktalks 
© Flip Chart Presentations @ Card Chart Speeches 
e Flannelboard Demonstrations 


Easel, used as chalkboard 
—folds in a jiffy. Light- 
weight, easily carried 
in case. 





Hinged clamp 
holds pad for 
effective pad and 





crayon 
presentation. 


i 
j 
| 

i 





ARLINGTON 5-WAY $4950 
PRESENTATION EASEL ...7~_. 


Complete with hinged clamp chalkboard, chalk, 
eraser. 
Four paper pads 
Flannelboard accessory 
Carrying case 


ARLINGTON 


ALUMINUM COMPANY 
19007 W. Davison. « Detroit 23, Michigan 
For More Information Circle No. 376 


$12.00 
7.00 
12.50 





Remington Rand cards or punched paper 
tape in any code, and may be attached 
to existing machines in the office. For 
More Information Circle No. 127. 


Concord Stamp Co., 79 Warren St., New 
York 7, N. Y., makes plastic desk signs 
with changeable nameplates. The white 


letters are engraved on black, gray, ma- 
hogany or walnut grained bakelite (1%” x 
7” x ¥%”) which inserts into a gray or 


crystal clear Tenite plastic base. Nameplate 
can be removed and used elsewhere if de- 
sired. Desk sign complete with up to 12 
Gothic letters is $2.95. An 8” long sign 
with up to 14 Gothic or cursive letters is 
$3.45. A 2” x 10” sign with up to 17 Gothic 
letters is $3.95; with up to 30 Gothic letters 
on two lines, it is $4.95. Penholder on base 
is 50c additional. For brochure listing sizes, 
colors and prices, Circle No. 171. 


LETTERING TEMPLATES 


Keuffel & Esser Co., Adams & 3rd Sts., 
Hoboken, N. J., introduces five templates 
in the Leroy lettering line. Spartan 
Medium comes in sizes from .24” to 1.44” 
with capitals and numbers that can be 
drawn solid or in outline with a OO or O 
pen. Shadow comes in sizes from .120” to 
.500”, capitals and numerals. Isometric, 
which comes in sizes from .100” to 
.200”, forms caps and numbers correctly 
sloped for isometric drawings. The 3242A 
Isometric Template forms isometric rep- 





MILLER -TROJAN photo equipment 


fo] an Ce) om o)-1m tela aal-lalol-memr-1 am [e)\\-1-} ak eles-s 


MODEL DC PROCESS CAMERA 


A professional type darkroom unit made entirely of steel 
and heavy aluminum castings. Features include percentage 
focusing scales . . . two or four 1500 watt, 3200° Kelvin 
lamps with automatic pre-set timer . . . Wollensak lens 
with diaphragm control and electrically operated solenoid 
shutter . . . a transparent vacuum back for direct focus- 
ing on vacuum back holder . . . and a selector valve that 
permits use of film from 4'' x 5" up to 24". Light in- 
tegrator, transparency copy board and Goerz lens avail- 
able at extra cost. Sizes: II'"' x 14", 16" x 20"' and 24" 
~’. 


11” x 14” unit ONLY $1375.85 plus crating 


“SHARPSHOOTER” 11x14 CAMERA 


Made of heavy steel and aluminum. Equipped with all 
latest features to assure top reproduction. 

Measures 42 x 72—enlarges twice and reduces three times 
— requires only semi-skilled labor. Xerography back 
available. 


Camera ONLY $795.00. Base ONLY $112.75 


Write today 
for full details 
on these items 

—and on camera 
training school 


MILLER -TROJAN CO., INC., TROY, OHIO 


For More Information Circle No. 305 
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VISUAL CONTROL BOARDS 
Make Card and Peg Systems Obsolete 


Time and motion studies prove that the | 


‘‘Maggie’’ board with its colored magnetic 


indicators that move with finger-tip ease | 
offers the easiest and quickest way to chart 


traffic and 
At a 


sales, production, inventories, 
any other phase of your business. 


glance you know what is happening. The | 


first cost is the last cost because there are 


no cards or pegs to replace. Packaged kits | 


begin at $49.50. 


For information on the most modern and 
advanced board available today, write to: 


AVC hima magnetic visual aids corp. 


For More Information Circle No. 424 

















..- they eliminate 


guesswork in selecting help 

At last ... brief, easy to administer and 
grade aptitude tests for Small or me- 
dium businesses. Perfected by nation- 
ally known psychologists ... assure ac- 
curate, scientific employeeselection ... 
reduce costly job-training. Introductory 
set of 8 classifications—$10.00, postpaid 
—MONEY BACK GUARANTEE. 

Send trial order now or write for FREE literature. 


31 South Carpenter Ave. 
AP TITESTS Sora Pa. 








For More Information Circle No. 426 





Now every office 
can enjoy conve- 
nient automatic num- 
bering and at less than 
half the cost of compar- 
able machines! 5 auto- 
matic actions! Instant 
clearing! 4 wheels - 0001 
to 9999 in small space! 
Heavy nickelplate finish. 
Maroon plastic handle. 
FULLY GUARANTEED, 
all better office-stationery stores. 


Model AC 5 numbering $15.95 
actions - instant clearing 

Model A 6 actions 

Model 10C 10 actions . 


BANKERS & MERCHANTS, INC. 


3229 N. SHEFFIELD AVE. @ CHICAGO 13, ILL 
For More Information Circie No. 425 
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= ma both 
hite (25% 


sides on 2 Ib. 
rag) Ledger. 


© COLUMNAR SHEETS 





Pen ruled and printed both 
sides. Single & Double Page 
Catalog Forms. Numbered lines. 


& © COLUMNAR PADS 


Price 
List. 





On #16 Buff Sulphite. Also 
available for ring binders. 


THE NATIONAL MANIFOLDING CO. 


521 BROWN STREET, DAYTON 2, OHIO 























For More Information Circle No. 427 
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CHECK THOSE 


A non-insulated steel file is a firetrap. 

Your irreplaceable papers should be kept 

in an insulated steel file. Otherwise you might 
end up being one of the 43 out of 100 
firms which never reopen after losing their 
records in a fire. Thing to do is invest in 
Meilink-built Hercules® insulated steel files. 
Various sizes, all carrying the Underwriters’ 
Laboratories label. See your Meilink 

dealer or write for folder to 

Meilink Steel Safe Company, 

Toledo 6, Ohio. 


with Msuink ti for keops 


Most complete line of safes and insulated products 


Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folders on Meilink safes and 
Hercules insulated steel files. 


resentations of circles in all three isometric 
planes. Electronic Tube symbols include 
practically all those used for electronic 
tubes and semiconductor devices. Can be 
used in combination with standard elec- 
trical symbol templates and conforms with 
ASA Bulletin Y 32.2 (1954), military spec. 
MIL-S&D-15A, and IRE Bulletin 57 IRE 
21.53. A new 9%” long Standard Letter- 
ing Template plate forms .05” vertical or 
slanting style capitals. For More Informa- 
tion Circle No. 105. 


TAB RIBBON PROTECTION 
O. W. Markes, 43043 Grand River, Box 
282, Novi, Mich., makes an automatic 
type protector, inking capsule and nylon 
tabulating ribbons for IBM 407 electric 
accounting machines. The type protector 


a 


j Protective. 


prevents type from coming in direct con- 
tact with ribbons. This eliminates the need 
to clean type, and repairs due to sticky 
type and typebars, for an indefinite period. 
It also extends ribbon life. The Markes 





, OFFICE KNIFE 


#119 

$1.00 

Also penholders, lead holders, 

carton openers, marking pencils. At pro- 

gressive dealers everywhere. Write today for 
free illustrated catalog! 


GRIFFIN MANUFACTURING CO. 
LYNDHURST ST. ROCHESTER, NEW YORK 
For More Information Circle No. 322 
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inking capsule re-inks ribbons while they 
are in use on the machine. This assures 
the desired color of uniformly sharp im- 
pressions, greatly extends the length of 
time a ribbon can be used, and reduces 
operating costs. For illustrated literature, 
Circle No. 175. 


CARBON COPY SETS 


Brownville Paper Co., Dept. 
Brownville, N. Y., makes Sea Foam 
Bond Carbonsets which save time, effort 
and give cleaner, quicker copies. Carbon- 
sets are made with Sea Foam Bond second 
sheets, Sea Foam Bond paper and one- 
time carbon. The typist simply inserts 
the set behind her letterhead and types. 


CS, 


She snaps out the carbon and discards 
it when the letter is finished. Uncoated 
margins on the carbon assure neat han- 
dling and prevent smudged copies. Also, 
with one-time carbon, a sharper carbon 
impression is possible. Sea Foam Bond 
in Carbonsets handles easier for faster 
filing because it is a No. | grade paper. 
Seven colors are available to code copies. 
For free samples and brochure, Circle 
No. 114. 


LABEL GLUE 


Glue-Fast Equipment Co., Inc., 8 White 
St., New York 13, N. Y., has developed an 
improved glue for ungummed labels. This 
GF#5 glue can remain in manually oper- 
ated gluers overnight without crystallizing, 
thus eliminating daily wash-ups. Send re- 
quest on your letterhead for a free pint 
sample. 
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What has she GOT 


that l haven t¢ gor? 


“Fran’’ was so 
popular at the lake last 
summer, And one day 


| I found out why 


| Her typing was cleaner 


when she bought an 


| ERASERSTIK— Only 


‘then could she ‘erase 
| without a trace’. Next 


came a raise—A new 
summer wardrobe— 
and even more 
important —a new 
self confidence! 


7099 


ep 


(fs 


So I'm heading 
RIGHT QUICK 
for 


A.W.FABER-CASTELL Pe 
Newark 3, N. J. 


For More Information Circle No. 





7099B 


GA SERVICED 


TIK 


ERASER 


ncil Co., Ta) 


301 





MACHINE STAND 


Thomas Service, 654 S. Westlake Ave., 
Los Angeles 57, Calif., makes a machine 
stand with a one-piece top that is adjust- 
able in height from 25” to 38”. Its all- 
welded, heavy duty construction insures 
long, quiet life. It cannot wobble and 


automatically adjust itself to uneven floors. 
Fitted with two casters and two stationary 
rubber feet, with one-piece brake. The 
stand has a 22” base and low center of 
gravity to prevent tipping. The rectangular 
top can be used parallel with, or at right 
angle to, the base. For More Information 
Circle No. 139. 


LINE-UP TABLE 


Jos. Gelb Co., Dept. K, 52 Arlington 
St., Newark 2, N. J., announces the 
Monoruler line-up and register table with 
a 31” square work area, selling below 
$600. It uses only a single horizontal 
straight edge for both horizontal and verti- 


cal markings in conjunction with the built- 
in Square-A-Matic registration system. 
Two sets of mating pins are mounted at 
perfect right angles on the horizontal and 
vertical pin bars. A_ two-hole register 
punch, also mounted on the table, has a 
work center positioning scale. The work is- 
first punched for registration, then placed 





NEW ELECTRIC NUMBER- 
ING, CODING, DATING 
MACHINE FOR CARBON 





ali | 
4 


for 


Forms 
Invoices 


Carbon Interleaved 


Insurance Certificates 
Purchase Orders 
Client Numbers 
Identification Codes 
Check Numbering 
Shop Ticket Coding 


plus many more 


AND ORIGINAL FORMS 
10 DAY FREE TRIAL 


e Save up to 50% of coding 
time over hand models. 
Adjusts automatically to 
mark 1 to 12 carbon copy 
interleaved sets. 

Numbers consecutive, dupli- 
cate, or repeat. . . 6 to 10 
wheel models. 
Consistently 
impression, perfect 
ment on All copies. 


Write for Full Details 


even, —— 














PRYOR MARKING PRODUCTS 


SOUTH WABASH AVENUE @ 


CHICAGO 5, ILLINOIS 








For More Information Circle No. 312 
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as INDIVIDUAL as 
your SIGNATURE..- 


THE DIPLOMAT Changepoint’s new and distinctive pen 





set for individual use and office standardization. Available 


in chrome or gold alumalite ball pen or fountain pen. 


C - thins me tgafbos nf re. 


TELEPHONE DI 3-7965 549 SOUTH ROCKFORD 


TULSA 20, OXLANOMA 


IT'S NEW 


DIPLOMAT 
$3.95 


For More Information Circle No. 





QUIET is the key to 
CONCENTRATION 


Concentration is keenest in Quiet 
Offices. Uncontrolled BUSINESS MA- 
CHINE NOISE creates nervous ten- 
sion among all office employees 
Today’s modern automatic office 
machines create disturbing patterns 
of sound which deter the concen- 
tration power of ALL employees 
exposed to such noise elements 


GATES ACOUSTINETS are scientifically 
engineered, portable cabinets fea- 
turing a unique QUIET-TEX mate- 
rial that KILLS NOISE AT ITS SOURCE. 
Machine operators work more ef- 
ficiently . . . other personnel are 
unaware of objectionable noise 
level. 


Write for details. Give machines, makes, models you use and measurements, 


ACQUSTINET 


603 AMERICAN STANDARD BUILDING, BUFFALO 7, NEW YORK 


Tue Orrice—March, 1959 231 





Brand new! 
PAPER TRIMMER & 
CUTTER combined 
CUTS UP TO 50 
SHEETS IN ONE 
STROKE 


4 MODELS: 
id”, 22", 20° 
and 28” (foot model) 


KUTRIMMER 


ALSO CUTS cardboard, fibreboard, 
foils, rubber, fabrics, leather, lino- 
leum, felt, thin plywood, thin soft 
metal and many similar materials. 
FOR EVERY BUSINESS: 
offices, plant, shipping, schools, 
banks, photography, and homes. 
See KUTRIMMER at your local 
dealer or write to 

MICHAEL LITH sales corp. 

147 West 45th Street, New York 36, N.Y 


For More Information Circle No. 324 











COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults, 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the tad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 13 heights — 4 
widths. Send for Circular 
56-0 and prices. 


1. D. COTTERMAN, Mfr. 
123 W. Spring Avenue 
Naperville, til. 


For More Information Circie No. 325 


on the horizontal mating pins for horizon- 
tal marking; on the vertical mating pins 
for vertical marking. Work is turned at 
right angles for either marking. The single 
gear-driven horizontal straight edge elimi- 
nates T-square, triangles, dual straight 
edges, etc. The vernier dial, calibrated in 
1/64”, incorporates antibacklash direct 
coupled gear construction to insure straight 
edge positioning to an accuracy tolerance 
of + 1/1000”. Optional verniers are cali- 
brated in 1/72”, 1/100” or triple vernier 
calibrations. One revolution of vernier 
dial travels the straight edge 1”. Each 
calibration of 1/64” is spaced 3/16” on the 
dial. Gear and gear racks are precision 
steel fabricated to an accuracy tolerance 
of +1/1000”. Straight edge carriage is 
precision machined with ball-bearing con- 
struction. Straight edge raising mechanism 
eliminates injury to work when moving 
straight edge. Ruling track guide, mounted 
on a straight edge, accommodates the Gelb 
Synchro-Set Ruling Carriage and marking 
tools (optional). Other features are two sets 
of paper clamps; individual floor leveling 
adjustments; fluorescent illumination with 
diffused satin finish ground glass; 110 volt 
60 cycle (standard). Tilt-top table is op- 
tional. For More Information Circle No. 
119. 


DESK ENCLOSURE & TRAY 


Curtis Office Partition Co., 101 Union 
St., Brooklyn 31, N. Y., makes a low 
cost, install-it-yourself desk enclosure of 
fiberglass in a coated 18-gauge metal 





frame. The prefabricated partition attaches 
to a desk top by means of an adhesive. 
Enclosures are shipped flat, as four sep- 
arate pieces, and require only insertion 
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of two screws to assemble completely in 
about three minutes. Partition is easily 
removed, if desired, and mounted on an- 
other desk. A large built-in utility tray 
adds to the enclosure’s usefulness. Units 
are built in 42”, 48”, 50”, 55” and 60” 
widths, 18” or 24” high. Standard colors 
are gray, green and beige with other 
colors available upon special request. Re- 
tail list prices are from $41 to $45, de- 
pending on size. For More Information 
Circle No. 117. 


CREDENZA 


Robert John Co., 202 S. Hutchinson St., 
Philadelphia 7, Pa., makes a slim, low 
credenza to combine with their standard 
executive modular desks in the Ultra series. 
The unit can be used alone as a credenza, 
or incorporated into a desk-work-storage 
arrangement. Featuring three full-suspen- 
sion files in the lower drawers, plus three 
convenient top drawers, it is luxuriously 


detailed in hand rubbed walnut. A floating 
base and graceful drawer pulls are softly 
finished in gold or silver brass to accent 
the desk. Coordination is further achieved 
by using the credenza under a common top 
with the desk pedestal, at slight additional 
charge. Tops are available in four natural 
wood finishes or Formica in 14 different 
colors. Colorful variations of drawer fronts 
adds individuality. Choice of 14 lacquer 
colors or four natural wood finishes is 
offered at no extra cost. Seating to compli- 
ment the desk arrangements includes 
scaled-down lounges and side chairs, and 
executive and secretarial chairs with swept 
wing bases, colorful upholstery and wood 
detailing. For illustrated literature, Circle 
No. 135. 
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The feet of relaxed, 
efficient employees... 


... Stand on 
HYGIENIC. Te 


Foot Comfort 





MATS and RUNNERS 


Your employees who must work stand- 
ing will be happier and more efficient 
when they stand on Hygienic Foot- 
Comfort Mats. That’s because these 
quality mats, scientifically designed to 
distribute body weight, relieve strain 
and reduce fatigue. Hygienic Mats 
quickly pay for themselves, for they 
change the usual afternoon slowdown 
to a period of profitable accomplish- 
ment. 

Hygienic Mats offer smart styling, too. 
Eight modern color combinations to 
match any decor. 

And their long- 

lasting beauty, 

beveled safety 

edges and ease of — ; 
cleaning make [Here's the Secret. . . A| 
them the best mat | beautiful rubber ile} 


flooring bonded to a 
buy today. | penge rubber base pro- | 
See your Office 


vides proper 
Supply Dealer or write: 


lll de hhicede hk, iy SF 


Psa sath 


—— being ‘‘mushy.”’ 


—— — a ~ 


THE HYGIENIC DENTAL MFG. CO. 


Flooring Division, Dept. E Akron 10, Ohio, 


For More Information Circle No. 302 
233 





PHOTOCOPIER 
Nord Mfg. Corp., 366 Jericho Turnpike, 
Mineola, N. Y., makes the Nord Imperial 
photocopy machine which will copy any- 
thing the eye can see in sheet sizes up to 


15” x 18”. It can be operated by anyone 
without special skills or training and is 
versatile enough to handle copying jobs 
from forms and letters of any size to large 
accounting forms, engineering drawings, 


etc., as well as material from bound books 
without disturbing the binding. The Nord 
Imperial has an internal light source and 
can be operated in greater proximity to 
daylight. It produces copies in sharp black 
and white. Machine is finished in a life- 
time soft gray. For More Information 
Circle No. 107. 


TAPE CHARTING TOOL 


Labelon Tape Co., 450 Atlantic Ave., 
Rochester 9, N. Y., announces the intro- 
duction of its GP Pen, a charting tool for 
use with the company’s extremely narrow 


Model 500 Metal Plate 


Price $98.50 $5.91 tax 
GUARANTEED for ONE YEAR 


For More Information Circle No. 337 





ADDRESSING MACHINE 


¢ Speed 1300 IPH ¢ 150 plate stacker capacity 
¢ Automatic plate change « Automatic rotat- 
ing ribbon e Prints black or colors « Consecu- 
tive, repeat, skip « Takes up to 9"' x 14" sheet 
e Makes carbon copies * 48 hour embossed 
plate service to any point in U.S. ¢ Heavy 
construction; weight 25 Ibs. 


Other models available 


NETTLE MANUFACTURING CO. 
27A Huntington Ave., Boston 16, Mass. 








ONE-TIME Carbon Forms 


Increase Efficiency, Reduce Costs 


— 


Sold through our Dealers only... 


— DEALERS: Liberal Discounts — Delivery you can depend 


! =— 
‘ SS ee 


——~ on. All forms carry YOUR imprint. No inventory, equip- 
ment, shipping or warehouse costs. Write TODAY to 
(New Dealer, Dept. 1,.1600 E 26th St., Little Rock, Ark. 








INTERNATIONAL BUSINESS FORMS 
NCORPORATED 


1600 E 


26TH STREET -e 


LITTLE ROCK, ARKANSAS 
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tapes. Made of durable, colored plastic, 
the GP Pen allows fast, accurate placing 
of lines on charts, layouts and graphs with- 
out smudged ink lines or irregularities. It 
is easy to use, being pencil-size, light in 
weight and has a cutting bar which en- 
ables the user to automatically cut off the 
tape at a desired point on the chart or 
graph. May be used with any Labelon 
narrow line tape from 1/64” to 4%” wide. 
These are available in ten patterns and 
14 solid colors. This GP Pen costs $1 with 
a 324” roll of 1/32” tape. For More In- 
formation Circle No. 150. 


SMALL SAFE 


Allied Mfg. & Sales Co., 3101 W. Grand 
Ave., Chicago, Ill., makes the Safe-T-Vault 
which can be easily and securely bolted to 
metal, wood or cement; in the trunk or 
under dashboard of cars, trucks or taxis; 
near cash register in stores, stations, box 
offices; to floors, walls or fixtures in offices, 
homes, hotels-motels, locker rooms, etc. 


The safe has been heat tested at 360°F. A 
convenient one-way deposit slot allows 
user to insert cash without opening door 
which locks securely with multiple tum- 
bler lock set deep into iron cavity to pre- 
vent breaking or pounding of lock into 
safe. Keys are available only from the 
manufacturer. The Safe-T-Vault in a 
variety of decorator colors is 6” wide and 
6” high, weighs 10 Ibs. For More Informa- 
tion Circle No. 133. 
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installotion of Barkley Tab File — 
ides will increase efficiency in your | 
‘and free office personnel for 
more important tasks. 
Files are quickly found 
~when you want them 


~for each Barkley Tob 

is angled and mog 

fied for greater read- 

at-a-glance visibility 
ceil he files, So durable they 
last through years of constant usel 
Put Barkley Tab File Guides on your 
supply list . . . TODAY! 


at leading sationgrs 





j “"y A 
.7 N 


L. BARKALE {& CO. i 


Dept. TO-3, 1220 Van Buren St., Chicago 7 
For More Information Circle No. 318 








For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on 
"Futuristic" 
(AA S-Star Platen 


LF for 
ELA NG Fiitg est Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 





For More Information Circle No. 319 








DESK-TOP EQUIPMENT 


Bert M. Morris Co., 8651 West 3rd St., 
Los Angeles 48, Calif., offers their 12-page 
1959 catalog which lists the complete 
Morris line, and other helpful information 
and ideas. Among the popular items fea- 
tured are the Morrisharp Electric Pencil 
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Sharpener, Morris Lettertrays, Memo Pad 
Holders, Ball Pen Desk Sets, Pen and Ink 
Sets, Ash Trays, and Phone Rests in color. 
The theme of the new Bert M. Morris 
catalog is “Put Efficiency At Your Finger- 
tips.” To obtain one of the new Bert M. 
Morris Co. catalogs, Circle No. 167. 


OFFSET PAPER 

New York & Pennsylvania Co., 425 
Park Ave., New York 22, N.Y., in a test 
of its Penn/Brite offset sheet, called upon 
Henry Wolf, art director for Harper’s 
Bazaar magazine, to devise a page in- 
corporating the toughest reproduction 
problems. He included such tests for 
opacity as transparent  color-on-color, 
vignettes and fine halftone reproduction. 
Marshal M. H. Dana, New York and 
Penn’s director of marketing, states that 
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Mr. Wolf was given a free hand in formu- 
lating the most rigorous tests for the pa- 
per. For a copy of the printed test page, 
Circle No. 186. 


DUPLICATING SUPPLIES 


Milo Harding Co., 132 Tempo Bldg., 
Monterey Park, Calif., lists over 350 prod- 
ucts for ease and convenience in stencil 
duplicating in the 1959 Tempo Products 
catalog. Included in the illustrated 28-page 
catalog are Tempo inks, stencils, Tempo- 
Geha paste and liquid ink duplicators, 


STENCILS 
INKS 


STENCIL 
DUPLICATORS 


Temposcopes and other stencil art sup- 
plies, Tempolith Mechanical Negatives, 
cabinets and stands, stencil filing systems, 
accessories and supplies of all types. This 
extensive line contains over 100 stencils to 
choose from in pastel and regular colors, 
inks for every purpose, duplicators for 
all requirements, dual-purpose negative- 
stencils for offset and stencil duplicating; 
Temposcopes for tracing, drawing and 
proofreading, and a large variety of sup- 
plies designed for the kind of copy the 
user wants. For the catalog, Circle No. 
137. 
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* HEADLINER 


The great variety of styles and sizes (up to 72 pt.) 
° ls gives you limitless type for any method of repro- 
visua duction, or for use in signs, nameplates, tags, etc. 
Ideal for projection use. Your office girl simply 
dials the copy and the rest is automatic. The 
S Headliner delivers the micro-sharp, smudge-proof 
No Tray copy, instantly ready for use. Mail the coupon 
for samples and literature. 

(Text by Vari-Typer, Headlines by Headliner). 


NO darkroom | vAnlryeEn conrOnATiOn 


ADDRESSOGRAPH-MULTIGRAPH CORPORATION 
CUTTING COSTS IS OUR BUSINESS 
eeeeaeeeoeoooooooo ooo eoeoeeoee 
VARI-TYPER CORPORATION Dept. H-30 
720 Frelinghuysen Ave., Newark 12, N.J. 
git Please send VARI-TYPER Book H 


Completely See 


we 
Ve, 


For More Information Circle No. 248 








BEFORE YOL 


TRY 
The New and improved 


LINDICATOR COPYHOLDER 


will make your 

typists happy 

because it holds 

the copy just right 

for perfect reading 

Guaranteed for 

one year. Preci- 

sion built for 

years of trouble- 

free service. 

Non-vibrating, 

clutchless, and 

no stiff wire or 

cab e. 

Line by line 

spacing with easy 

hand or foot 

control, 

Available in four widths—1044”, 18”, 24” and 30”. 
Magnifier has “ON” and “OFF” positions. 
Holder for shorthand notebooks. 
Copy-Lite for correct lighting. 

Pedestal Models for accounting machines. 


See your dealer or write to 


ALLEN O’HARA 
NATIONAL DISTRIBUTOR 
713 M. & M. Bidg., HOUSTON 2, TEXAS 
For More Information Circle No. 362 


PLAIN-VU 
INSTANT SELF- LAMINATING 


PLASTIC SHEETS 


PERMANENTLY PRESERVE AND PROTECT 

* IMPORTANT PAPERS 

* ADVERTISING MATERIALS © SICNS 

* DOCUMENTS * DRAWINGS © CERTIFICATES 

* PHOTOS * CARDS AND PASSES © LICENSES 
WITHOUT NEED FOR MACHINES, CHEMICALS OR HEAT 
You can actually imbed any flat object of 
any paper, board or fibre composition in 
clear, flexible plastic for permanent protec 
tion against weor and 
Protect, preserve and beautify for a life- 
time. Available in a wide range of sizes. 
Write for free brochure 

PLAIN-VU, THE CARR CORP., Dept. A-3 
3407 Prospect Avenue « Cleveland 15, Ohio 


For More Information Circle No. 363 


moisture, grime 
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PHOTOCOPY PROCESS 


Peerless Photo Products, Inc., Shore- 
ham, N. Y., offers a folder describing the 
Peerless Quick Silver photocopy process 
that uses only a single sensitized sheet to 
make either one copy or 100 economically 
at the rate of four per minute. Equipment 


| for applying the process is illustrated. It 


includes a combination printer-and- 
processor and a low-cost processor which 
can be used with any standard photocopy 
printer. For the folder, Circle No. 154. 


EXHIBITOR’S GUIDE 


Manpower, Inc., 801 N. Plankinton 
Ave., Milwaukee 3, Wis., has prepared a 
guide to planning and participating in a 
convention or trade show, with a check- 
list for one, 30, 60 and 90 days prior to 
the show’s opening. Titled “100 Sugges- 
tions for Convention & Trade Show Ex- 
hibitors,” the booklet gives pointers on 
show evaluation, cost factors, exhibit plan- 
ning, staffing the booth; building, dis- 
mantling and shipping the booth, and sales 
presentations, to help exhibitors avoid last 
minute problems which often confront 
them in a community away from home, 
and to assist them in planning some of 
the basic components of their booth and 
convert visitors’ queries into sales. For 
this guide, Circle No. 151. 


ELECTRONIC COMPUTER 


Royal McBee Corp., Data Processing 
Div., Port Chester, N. Y., offers a brochure 
on the LGP-30 General Purpose Computer 
which gives specifications, basic features, 
illustrates major components and lists ap- 
plications. Operation of control panel and 
simple 16-part command table are de- 
scribed. New optional photoelectric 
punched tape reader (200 characters per 
second), and combination high speed read- 


| er and punch unit are illustrated. For the 


brochure, Circle No. 153. 


LAYOUT TEMPLATES 


Inc., Oakmont, Pa.. 
108-page catalog listing 15,000 


Repro-Templets, 
offers an 
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NEW FROM CESCO! 
NYLON POST BINDERS 


for marginal punched forms 


Two all-new binders for bursted and unbursted forms 
with clear, unobstructed covers. Flexible 4” capacity 


posts from one continuous nylon cord that can’t slip 
or pull out at base. 





} 
‘ 


—, 


+ 
. 





eee *me 


@ Positive non-slip locking mechanism 

@ Smooth, clear unobstructed covers 

@ 2 Posts from 1 continuous nylon cord Write for Free Literature—Quantity Discounts 

@ Binding edges steel-angle reinforced 

@ Flexible posts for easier loading Cc e e 7 S be E P PA Q D Cc @) 7 

@ Made for most popular sheet sizes 44-03 TWENTY-FIRST ST., LONG ISLAND CITY 1 oe Ve 
For More Information Circle No. 259 


IF OFFICE GIRLS 
HAD EIGHT ARMS 


They'd Be As Fast 
and Versatile 


AS THE NEW 





At YOUR FAVORITE 
STATIONERY STORE 


Fast and versatile, the new Amfile® Sort-All 


lets you sort anything for Filing—Posting—Mailing 


—Distributing, etc. Sorts alphabetically from A-Z—by 


Month, Day or Date or any combination. Numerically by 5's or 


100's and singles, Sturdy pressboard with plastic tabs—assures long life. 


DON'T BE "OUT OF SORTS"—SORT YOUR 
PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 


1637 DUANE BOULEVARD 


KANKAKEE, ILLINOIS 
For More Information Circle No. 260 
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templates of office equipment, machine 
tools and shop equipment, for use in mak- 
ing 4”-scale layouts. Templates are printed 
in black on adhesive-backed acetate film 
for easy reproduction. For the catalog, 
write above address on business letterhead. 


BUSINESS CASES 


Stein Bros. Mfg. Co., 1401 W. Jackson 
Blvd., Chicago 7, Ill., offers the largest, 
most complete catalog in its 41-year his- 
tory. For the first time, every item in 


don't delay... 
plan now 
to attend 


1 
9 
5 
9 


MIAMI BEACH, FLORIDA 
MAY 1-2-3-4 


National Office Furniture Association 


327 South LaSalle Street — Chicago 4, Illinois 


Please register me for NOFA’s Miami Beach Convention. 


Name 
Address 
Firm 
City 
Manufacturer Dealer 


| am [_] am not [_ 


CONVENTION EXHIBIT 


(featuring JET-AGE selling) 


State 
[| Representative 


a NOFA member. 


Stebco’s 1959 Line is illustrated in full, 
natural color for easier selection of busi- 
ness and student cases. Retailers and con- 
sumers can visualize the modern styling 
and patented construction features. They 
can see the beauty of top-grain cowhide 
leathers, as well as the patented Tufide. 
One feature is Stebco’s new Sofskin, a 
mellowed top-grain cowhide. Stebco also 
introduces many innovations in designing 
and styling. For the catalog, Circle No. 
144. 
STENCIL 

DUPLICATING 

Bohn Duplicator 
Co., Dept. 14, 444 
Fourth Ave., New 
ox 16, B, Y., 
offers a_ portfolio 
of mimeograph 
samples and ideas 
to show the versa- 
tility and printing 
press quality of 
BDC Rex Rotary 
M-4 mimeograph. 
For the portfolio, 
Circle 145. 


DRAWING 
AUTOMATION 

Filmsort Co., 
Pearl River, N. Y., 
has reprinted a 16- 
page illustrated pa- 
per, “Making the 
Decision to Auto- 
mate Engineering 
Drawings,” by T. 
H. New, manager 
office systems 
and services of the 
East Pittsburgh 
Div., Westinghouse 
Electric Corp. Mr. 
New’s paper cov- : 
ers a detailed pro- 
cedural analysis of 
the methods used 
and their appli- 
cability to small 
and large firms. 
Circle No. 166. 


For More Information Circle No. 382 


Tue Orrice—March, 1959 





PHOTOCOPY PROCESS 


Cormac Photocopy Corp., Dept. 50, 80 
Fifth Ave., New York 11, N. Y., offers a 
brochure describing the PolyCopy process 
which re-utilizes the negative sheet as the 


This 

is the 

Cormac 
1 POLYCOPrY 

Story! 


master for producing any number of addi- 
tional copies, at about half the cost. Other 
applications include reproduction of nor- 
mal size copies from microfilm readers. 
PolyCepies are made with a $79.50 ac- 
cessory and existing photocopy equipment. 
For the brochure, Circle No. 147. 


PRODUCTION MANAGEMENT 


Royal McBee Corporation., Port 
Chester, N. Y., offers a brochure, “5 Re- 
ports,” with which any manufacturing en- 
terprise can be effectively managed. The 
reports are profit and loss statement; daily 
labor report by departments; weekly cost 
recovery report by departments; weekly 
load and excess cost report; monthly plant 
operating statement. Typical examples of 
all are illustrated. The brochure outlines 
how the reports can be created from 
source material on Keysort marginally 
punched cards, which are the original 
documents. Also illustrated are the basic 
processing steps for Keysort cards of notch- 
ing, sorting and tabulating directly to the 
reports. Advantages outlined are job cost 
summaries with the digest of every com- 
pleted job by operations and materials; the 
actual investment in goods in process avail- 
able at the close of the last day of the 


THe Orrice—March, 1959 








It doesn't take a production genius 
to operate this high output driller. 
With its quick, simple setup and 
extreme ease of operation short 
runs are not a headache but a 


special delight. Handles a full 
range of round holes required for 
post and ring binder forms, with 
attachments for cornering, slotting 
and slitting available, 


Write for literature now. 


PIONEER 


1130 Nebraska Ave. « Toledo 7, Ohio 
For More Information Circle No. 307 
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SPEED 
YOUR TYING 


TIE LETTERS, 
PARCEL POST, 
aN CHECKS, BOXES, 
y CIRCULARS, 
;, LABELS, 
PRINTED MATTER 
AND 
THOUSANDS OF 
OTHER ITEMS 


10 TIMES 
FASTER 


with an 


AUTOMATIC PAK-TYER 


Easy to operate and maintain. This speedy 
ALL-PURPOSE tying machine is de- 
signed to tie any size or shape package 
tight without adjustments. The knot is 
slip proof, Saves time and twine. Several 
models to choose from. 


LET FELINS SOLVE 
YOUR TYING PROBLEMS. 


WRITE FOR CIRCULARS NOW. 


FELIN TYING MACHINE CO. 
3351A- No. 35th St. 
Milwaukee 16, Wis. 

____ For More Information Circle No. 332 


CASH REGISTER 





HIGHEST 
QUALITY 
4.40) 0151 8 6 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co 


207 E. Evergreen Ave., Mt. Prospect, Ill. 
For More Information Circle No. 333 








| month. Daily reports are available at the 


start of the next day, with weekly and 


; monthly reports completed simply by add- 


ing the data from the last day of the pe- 


| riod. For this brochure, Cirele No. 152. 


SALES FORMS 


Baltimore Business Forms Co., 3144 
Frederick Ave., Baltimore 29, Md., offers 
a brochure, “Extra Time for Selling,” 
which reports: “Studies show that valuable 
selling time is lost by (the salesman’s hav- 
ing to work with) old-fashioned selling 
forms. You can gain back this time by 
using simplified sales forms and records.” 
Call reports, quotation, expense account, 
order and other forms are illustrated and 
described. Improving the inside functions 
of selling, such as billing and shipping, is 
also discussed. For the brochure, Circle 
No. 158. 


DRAWING REPRODUCTION 
Peerless Photo Products, Inc., Shore- 


| ham, N. Y., offers four time-saving solu- 


tions to problems that frequently arise in 
reproducing engineering drawings. The - 
problems are: (1) copying drawings made 
on opaque paper that is too dense to pass 
enough light to reproduce satisfactorily on 
a blueprint or diazo machine; (2) making 
prints from tracings that have been erased, 
corrected, smudged, stained, wrinkled, 
torn, repaired and generally “beat up”; (3) 


| reprinting in quantity from blueprints or 
| diazo prints of uneven quality; (4) repro- 


ducing pencil tracings which are variable 
in quality. The solutions, all of which in- 


| volve the use of the new Peerless Photo 
| Positive one-step direct-positive paper, are 


outlined in detail in a folder for the re- 
production department operator. For this 
folder, Circle No. 183. 


| CHANGEABLE TYPEWRITER TYPE 


Remington Rand Div., Sperry Rand 


| Corp., 315 Fourth Ave., New York 10, 


N. Y., offers a booklet describing how a 


| standard manual, electric or proportional- 


spacing typewriter is used for special im- 
pressions needed in electronics and elec- 


| tricity. This is the first in a series to show 
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Gumption — in the Bright, New Package 


WIPES AWAY ALL 
DESK TOP STAINS 


from linoleum & plastic desk tops! 





No Hard 
Rubbing! 
No Waiting! 


Simply 
Wipe On— 
Wipe Off! 


Guaranteed to remove Mestegrant & Ditto Ink Stains— 
Carbon & Crayon Marks—from linoleum and Plastic 
desk tops. 

Also perfect for steel, aluminum, chrome, and leather 
chairs, and other office furnishings. Full money-back 
guarantee 

Available in handy 12 oz. can and giant 36 oz, can. 
If your dealer doesn’t have Gumption, write us today! 


GUM™MPTION 
PRODUCTS CORPORATION 
£6 Reade St., New York 7, N.Y. ¢ BArclay 7-8482 


Exclusive U.S. Distributor 
See us at the Eastern Office Furniture Show, Trade Show 
Bidg., New York, March 21-23, Booth #30. 





For More Information Circle No. 378 





a a 
TRIMMING 
BOARDS 


QUALITY DESIGNED WITH 
SAFETY IN MIND! 


e7 Sizes 


e@ From $5.50 
to $55.00 


e Wood or 
metal base 


Precision 

machined markings 

on select heavy hard 

maple... a brand new easy-on 

the-eye pastel green, in lifetime lacquer 

... removable self-sharpening biade of 

hardened tool steel exclusive desigr 

slide-guide all new safety guard to make 
cutting safe and fast. 


For shop, school, studio, office, industry 


PHOTO MATERIALS CO. 


For More Information Circle No. 379 


= 


7s many copies a2 you want... at 
leas than 5¢ cach... and each in seconds 
with THE NEW ANKEN PLENACOPY PROCESS 


e@ Full Fidelity* for any 
copying equipment 
e No peel-apart 


e@ Countless Copies from a 
single photocopying negative 
@ No waiting 
FOR THE OFFICE — RECORD ROOM — ENGINEERING DEPARTMENT 
*Pull Fidelity — The Plenacopy Process 
obtain crisp, 
clearcopies —and as many as you 
transfer negative, 
q 


Your present photocopying machine 
can be adapted for The Plenacopy 
Process, with my second 
processing solution tray —or this 
inexpensive Plenamatic Processor 
for the Plenacopy Monobath solution. 
Single-sheet Processing —no waiting 
+++ NO peel-apart. 


now makes it possible to 


want—using a 
(usually discarded) made in any of 


the standard copiers. 


y 6 dew to use the Plenacopy Process, in 100- 
t 2 plus ways to save time and money....in 
p the office, blueprint department, record 
room, art department and office forms 


duplicating. 


Anken Film Company, Inc. 


1] Hix Avenue % Newton, N. J. 


For More Information Circle No. 380 





TDBOK5000OD 
CPLR MIKO IC 
EOS eet etersete, 


“My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small prinfer. 


POWER BENCH DRILL 


Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Table, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 
attachment also. 


f” LASSCO 
CORNER 


ROUNDER 
Model 20 


$2 4.00 % 


—including one cutting unit. 
Four shear-action “plug-in” units 
available: 4%”, 44", %”, Vr”. 
Cuts Y2” of stock. Heavy-duty 
Floor Model also available. 


For complete details write: 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 
For More Information Circle No. 327 
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how 18 different fields can make use of 
interchangeable typewriter type. The typist 


| can insert special type characters herself 


in a matter of seconds with special mag- 
netized tweezers. For this booklet, Circle 
No. 192. 


FORMS CATALOG 


Tex-N-Set Manifold Co., Arlington, 


| Texas, offers dealers its 34-page illustrated 


catalog covering its line of custom and 
Red-I-Made snap-apart forms. Dudley 
Hodgkins Jr., Tex-N-Set president, an- 
nounced a new policy of prepaid shipment 
anywhere within the continental U.S. ex- 
cluding Alaska. This permits dealers and 
printers throughout the country to price 
and sell snap-apart forms as though they 
were produced in their own shops. The 
catalog contains simplified instructions for 


estimating custom snap-apart forms. The 
cost of blockouts, numbering, punching, 
perforating, color printing and other spe- 
cial requirements are included. The Tex-N- 
Set catalog also includes stock Red-I- 
Made snap-apart forms. When overprinted 
with a firm’s name, they provide the ef- 
ficiency of snap-apart forms and economy 
of small quantity buying. Each Red-I-Made 
form is shown individually with specifica- 
tions and suggested selling price. The cata- 
log and dealer discount sheet is available 
to office supply dealers and printers with- 
out cost or obligation. For the catalog, 
Circle No. 155. 


THe Orrice—March, 1959 





REPRODUCTION MOVIE 


Graphic Reproduction Div., Eastman 
Kodak Co., Rochester 4, N.Y., offers 
groups the loan of a movie, “Photo-Re- 
production,” which shows how organiza- 
tions large and small can boost efficiency 
and cut drafting costs by photo-reproduc- 
tion. From reclamation of illegible ori- 
ginals to cut-and-insert work on photo- 
graphic engineering intermediates, which 
can trim a week’s drafting job to eight 
hours, the 23-minute color film accents 
potential savings. Focussing on _ typical 
cost problems, the movie describes: use 
of intermediates as “second originals,” 


from which shop and field prints are run | 


off in desired quantities; use of photo- 
drafting techniques to cut drawing revision 
time to a minimum; the photo-drawing 
technique, which can put a combined pho- 
tograph and assembly diagram at every 
work bench, expedite handling of piping, 
wiring and various construction operations. 
For More Information Circle No. 191. 


Do You Have 

“DESK- 
SHELF 
MESS?” 





clean it up with a 


VISO-DESKPLATE 


Be rid of dirty, taped and 
torn sheets on your desk 
shelf! The new heavy 
auge plastic Viso- 
Riotatele keeps calen- 
dars, schedules, phone 
lists neat and clean. 
Crystal clear—smooth 
to write on—unbreakable. 
Dirt or ink spots easily 
wiped off. Self-sealing 
hinge—just lift front edge 
to change material. Stand- 
ard size 124%” x 15”—special sizes on request. 
ORDER TODAY—SATISFACTION GUAPANTEED 
If your stationer does not have Viso-Veskplate, 
we ship postpaid for check with order (or open 
account to rated companies). 
One for $2.95 Six for $16.80 Twelve for $31.85 
Send dealer's name with order. Literature and sample on request. 


D.C.HEYCO.,Inc. © 2108Nicollet Ave., Mpls. 4, Minn. 











For More Information Circle No. 308 
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E-Z SORT SYSTEMS 
- Save time and money 
in every department... 


Accounts Payable 
Accounts Receivable 
Cost Accounting 
Payroll 

Purchasing 
Manufacturing 
Inventory 

Sales 

Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personnel 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its effi- 
ciency will spread throughout your organi- 
zation. Ask for a demonstration and you'll see 
why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second St., Dept, 22, San Francisco 5, Calif. 
Sole Manufacturers of E-Z SORT SYSTEMS. 
Over 50 Offices to Serve You. 

For More Information Circle No. 309 





Annual Microfilm Convention 


The National Microfilm Assn. will hold 
its 8th Annual Meeting and Convention 
at the Mayflower Hotel, Washington, 
D.C., April 2-4. Its theme is “A Century 
of Microfilm Progress, 1859-1959” to 
commemorate the centennial of the first 
microfilm patent, granted to Rene Dag- 
ron, June 21, 1859. Several rare early 
pieces of equipment as well as historical 
documents will be displayed. There will 
be an extensive exhibit of books and lit- 
erature on the subject, and 50 booths for 
exhibits. Most of these are now reserved. 
Information is available from National 
Microfilm Assn., Box 386, Annapolis, Md. 


NAA Conference 


Warren W. Byrne, vice president, Lowry 
& Co., New York, was appointed chair- 
man of the conference operations com- 
mittee for the 40th International Account- 
ing Conference of the National Assn. of 
Accountants, it was announced by NAA 
president John B. Inglis, partner, Price 
Waterhouse & Co., New York. The con- 
ference will be held at the Waldorf- 
Astoria Hotel, New York, June 21-24. 
Over 3,000 members from the associa- 
tion’s 141 chapters and groups and from 
several foreign countries are expected to 
attend. 


Annual AREA Conference 


The Assn. of Records Executives & Ad- 
ministrators will hold its 2nd Annual Con- 
ference on Records Management on May 
8 at the Hotel Commodore, New York. 
Further information may be obtained from 
Norman L. Gullifer, New Jersey Bell Tele- 
phone Co., 540 Broad St., Newark 1. 
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International Data Conference 


The Ist International Conference on In- 
formation Processing will be held at 
Unesco House, Paris, France, June 13-23. 
Sponsored by the United Nations, Ameri- 
can participation is being coordinated by 
a committee representing the Institute of 
Radio Engineers, Assn. for Computing 
Machinery and the American Institute of 
Electrical Engineers. Isaac L. Auerbach 
of Auerbach Electronics Corp., Narberth, 
Pa., is chairman of the U.S. committee. 
Information is available from USICIP, 
Box 4999, Washington 8, D. C. 

Auto-Math 1959, an exhibition of data 
processing equipment, will be held at the 
Grand Palais, Paris, June 13-23. Dr. 
Eugene M. Grabbe of Thompson-Ramo- 
Wooldridge, Los Angeles, is chairman of 
the U.S. exhibits committee. 


Weights & Measures Week 
National Weights & Measures Week is 


March 1-7 and the Scale Manufacturers 
Assn. advises business to look at its scales. 
A survey indicates that approximately 59% 
of weighing errors are against the scale 
owner; 41% are against customers. Even 
prepackaged goods are often incorrectly 
weighed because large volume weighing 
means excessive use of scales. Scales 
should be tested frequently for accuracy. 
Abuse, improper installation and use, all 
shorien scale life and impair accuracy. 
Training and supervision of weighing per- 
sonnel are also important if business losses 
are to be reduced. Generally, weighing 
errors do not “balance off.” As long as a 
scale is allowed to remain inaccurate, it 
continues to make the same kind of error: 
underweight or overweight 


THe Orrice—March, 1959 





“Go Ahead, Sir!” 


MANPOWER; INC. 
IS READY co step 


into your office 
and help you today! 


we'll take dictation, 
type, file, operate 


office machines. 


Use Manpower, Inc. employees as 
long as you need them at low 
hourly rates. We'll work in your 
office or ours. 


FREE BOOKLET! 


Write on your letterhead for Free 
Booklet, ‘'100 Ways to Improve Ef 
ficiency—Save Money in Your Office.’ 


‘a at- lal oleh’ 4-1 em lal om 


Over 150 Offices in U.S., Canada, and Europe 
Home Office: 801 N. Plankinton Ave., Milwaukee, Wis. 


CALL THE MANPOWER OFFICE IN YOUR CITY 


For More Information Circle No. 223 
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Here are the tangible results of putting Marchant calcu- 
lators and adding machines to work under your choice of 


CASH OUTLAY DOWN 


eceewhen you take advantage of a MARCHANT instaliment or lease plan 


five installment and lease plans: 


1. 
ze 
3. 
4. 


You can choose from three “Pay As You Save” plans— 
6, 12, or 18 months—to own your new Marchants. Also 


Speedy reduction of your figurework backlog. 
Shortened output time for your regular figuring. 
Time for new figuring not possible before. 


Small initial cash outlay and low monthly payments. 


available, perpetual lease or lease with option to buy. 


Typical firms, now using the Marchants they needed, 





adding machine. 





AS LITTLE AS $23.75 A 


MONTH puts a new Mar- 
chant calculator to work for 
you right away... and it’s 
only $18.00 a month for the 
Marchant 10-key, electric 








chose these plans: 





r 





» 


6 MONTHS PLAN—Chosen 
by a wholesale grocery 
house when two more 
Marchant Figure- 
matics were needed to 
handle the mounting 
figurework for its grow- 
ing list of accounts. 


12 MONTHS PLAN— Used 
by general contractor 
to buy a Marchant 
Deci: Magic that helps 
make his estimating 
and other complex fig- 
urework easier, faster, 
100% decimal-safe. 


18 MONTHS PLAN—Se- 
lected by an electrical 
distributor that wanted 
a “Twin-Set” Figure- 
matic to figure individ- 
ual extensions and ac- 
cumulated total simul- 
taneously. 





PERPETUAL LEASE — 
(Monthly Rental Pay- 
ments) A small manu- 
facturer prefers this 
means of acquiring a 
new Marchant Figure- 
master while conserv- 
ing working capital. 





LEASE WITH OPTION TO BUY 
(Monthly Payments) — 
A retail chain has put 
10 Marchant Retail 
Specials into use on 
this basis, for all daily 
figurework and on- 
store inventory. 





12 MONTHS PLAN FOR ADD- 
ING MACHINE—This is 
how a real estate and 
insurance agency is 
buying its Marchant 
Adding Machine toim- 
prove service, stream- 
line bookkeeping. 





) 





MARCHANT CALCULATORS 


Division of SMITH-CORONA MARCHANT INC. 
OAKLAND 8, CALIFORNIA 


Modern Management Counts on Marchant 


For information about 


the Marchant equipment 


and plan best for you, 


call any Marchant office 
or write to this address. 
For More Information Circle No. 213 
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Foresee Rising Employment 


Manpower, Inc., the national temporary 
help service firm which ran a series of 
quarterly employment surveys in 1958, 
asked its 2000 executive respondents to 
take a longer look ahead at total pros- 
pects for 1959. The returns point to 
rising employment throughout the year 
for the nation as a whole. Elmer L. Win- 
ter, Manpower president, reported that 
68% expect employment to stay at pres- 
ent levels during the first quarter, while 
19% expect an increase and 8% a drop. 
For all of 1959, 47% expect employment 
to hold steady, 35% look for increases, 
and only 3% anticipate a drop. Mr. Win- 
ter said that the 1958 surveys in 100 cities 
where Manpower has branches, proved a 
highly accurate forecast for the ‘senpectve 
quarterly intervals. 


Los Angeles Suggestion Assn. 


The Suggestion Plans Assn. will hold its 
7th Annual Conference April 6 in the 
Hollywood Roosevelt Hotel, Los Angeles. 
Registration is $8.50 and includes lunch- 
eon. For information contact W. L. Pat- 
terson, Box 17123 Foy Station, Los An- 
geles 17. 


The Gamma 60 Computer 


Georges Vieillard, founder and general 
manager of Compagnie des Machines Bull, 
Paris, manufacturer of Gamma computers 
and largest producer of electronic com- 
puting-punched card equipment in Europe, 
said that France is in the midst of an elec- 


Assistant Secretary of the 
Navy Richard Jackson (right) 
presented the Legion of 
Merit to Chief Yeoman 
William E. Pink, shown here 
with his family, for paper- 
work simplification and prep- 
aration of the NROTC of- 
fice procedures manual (see 
THE OFFICE, May, 1958). 
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tronics revolution which has strengthened 
the scientific and technical structure of 
Western Europe. “This has helped France 
to expand its plant and equipment at the 
highest rate on the continent,” he added 
on his arrival to make a survey of elec- 
tronics developments here. He announced 
that, by the end of 1959 or early 1960, 
the transistorized Gamma 60 will be in 
production. Some examples of its speed: 
addition, 100 microseconds; multiplica- 
tion, 300 microseconds; input (120 digits, 
memory time only), 242 microseconds; 
memory access, 11 microseconds (six deci- 
mals or four alphanumerics or single ad- 
dress instruction). It has fixed and float- 
ing arithmetic; will read 300 punched cards 
a minute; print 120-character lines at 300 
a minute. Printing speed can be increased 
by using more than one printing unit. The 
Gamma 60 comprises ten units: arithmetic, 
logic, comparer, translator, printer, card 
reader, paper tape, magnetic tape, mag- 
netic drum and card punch. Basic system 
will cost $1,500,000. 


Recover Sunken Checks 


Soaked with water and oil, 50,000 
checks, recovered from the American Air- 
lines plane that crashed last month in New 
York’s East River, were dried out in the 
boiler room of the Federal Reserve Bank 
of New York. Checks not found were 
copied from microfilm records of the 
Chicago banks and the copies were sent to 
New York for payment. Sorting and list- 
ing by hand, a bank crew of 16 processed 
most of the checks over a week-end. 





Order Processing 


114) 


(Continued from page 


as well as all the others punched dur- 
ing the invoicing operation, for gen- 
erating various summary reports. The 
first of these is a family of sales analy- 
ses, prepared weekly and monthly, 
which classify cost and price data by 
division, territory, customer class and 


g 


Champion portable pencil sharp- 


eners save time... 
build efficiency. 

Order today from 
your local stationer. 


C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 


DESK 


BOSTON CHAMPION 


4 decorative colors; 
blue—green—sandtone—gray 


The finest in convenience! Boston 


& 
BOSTON 


price class. These are used by manage- 
ment for various sales comparisons, for 
determining the profitability of various 
items in the line, and for planning in- 
ventories. 

The accounts receivable cards (list- 
ing the total amount of each invoice 
prepared on the Flexowriter) produce 
customer statements. The sales tax 
cards, after being broken down by 

State, city and 
county, generate 
Various govern- 
mental tax re- 
turns. 

The accuracy 
of these reports 
is proved, at 
month’s end, by 
balancing out the 
corresponding 

After the 
daily proof sheet 
is completed as 
explained above, 
the tabulator 
totals each col- 
umn of listings 
and punches the 
figure into a deck 
of summary 
cards. There is 
a summary card 
for each day’s in- 
voice amount, 
a card for the 
daily total of 
dollars, 


cards. 


sales 
another for trans- 
portation charges, 
and another for 
The 
latter three cards 
totaled and 


sales taxes. 


are 


For More Information Circle No. 401 
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compared with the figure on the first 
one. The result, which should be zero, 
is printed in the proof column on the 
daily proof sheet. 

At the end of the month, this opera- 
tion is repeated on all the daily total 
cards that have accumulated. The sum 
of the daily invoice totals is balanced 
against the sum of the daily sales, trans- 
portation and sales tax totals. 
again, the result should be zero. 

Once all the daily totals for the 
month are verified, they are checked 
against the totals on various summary 
reports. For example, one column on 
each weekly sales summary report 
shows the selling price of each item 
invoiced during the period covered. 
The total of these columns on the re- 
ports for the entire month should bal- 
ance with the sales figure for the same 
period as obtained from 


Here 


the cards 


showing each day’s total sales. 


Before Flexowriters were installed, 
Cenco used a hectograph duplicating 
system to prepare order forms. After 
editing, pricing and registry, the data 
from the customer’s original order, to- 
gether with the constant information 
on the registry card, were transferred 
manually to a hectograph master which 
produced the shipping documents and 
acknowledgment. After shipment, the 
master was corrected to take care of 
backordered items, and then the in- 
voices were run off. Afterward, the 
data on the master was transferred by 
key punch operators to tab cards which 
generated the summaries. Preparation 
of the tab cards required five key punch 
operators. Today, with volume at least 
50% higher than it was three years ago 
when the old system was replaced, only 
two key punch operators are needed. 
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| Graypoints are “balaneed” in 
size and shape, “pointed” in luxury-textured 
rubber, for controlled fastest, cleanest, so- 
accurate erasing . . . a work-saving pleas- 
ure for your typists, a definite overhead- 


saver for you. 


No, 3650 GRAYPOINT 
WHISK & 
Hexagonal, wood case eraser 
with quality gray rubber core, 
fits comfortably in the hand. 
Attached brush whisks away 
eraser crumbs. Won't roll off 
desks. Easily repointed in any 
pencil sharpener or with a 
knife. (No. 365 GRAYPOINT, 


same eraser without brush.) 


<4 No. 378 GRAYPOINT 
This paper wrapped eraser 
with the pull string for easy 
repointing can be repointed 
right at the desk. Same qual- 
ity gray rubber core as No. 
3650 GRAYPOINT. 


Lniaen Fetech O taggureet Snonak 3650 WHISK SS 


Ask Your Stationer Now 
for Pencil-Like 
Easy-to-Hold, Easy-to-Point 
WELDON ROBERTS 
GRAYPOINT ERASERS 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 


World’s Foremost Eraser Specialists 











For More Information Circle No. 291 
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Top Operating Executives 


In an unprecedented move, Addresso- 
graph-Multigraph’s president J. Basil Ward 
announced major changes in the operating 
top management of the corporation and 
the election of six men to posts of broad- 
ened responsibility. Individuals and their 
new titles are: B. J. Stone, executive vice 
president; B. L. Meyers, vice president, 
domestic marketing; W. H. Wilson, vice 
president, domestic distribution; D. C. 
Adams, vice president and treasurer; H. 
J. Warwick, vice president, manufactur- 
ing; C. S. Margach, vice president, re- 
search and engineering. Mr. Ward said: 
“This business is only now beginning to 
move towards the heights of its true po- 
tential. Our operating team at top man- 
agement level is now organized to provide 
every division of the business with the 
leadership and guidance so essential to 
the realization of Addressograph - Multi- 
graph’s rapidly expanding pattern for 
progress.” 


Bakewell Elected a Director 
Alvin F.  Bake- 
well, vice president 
and general sales 
manager of Victor 
Adding Machine 
Co., was elected a 
member of the Vic- 
tor board of direc- 
tors. The announce- 
ment was made by 
A. C. Buehler, presi- 
Alvin F. Bakewell dent of the firm. 
Mr. Bakewell has been with Victor 31 
years, starting as assistant export manager 


252 


in 1927. He was appointed assistant sales — 
manager in 1938, general sales manager 
in 1946 and vice president in charge of 
sales in 1951. He also serves as president 
of Victor Adding Machine Co. of Canada, 
Ltd., president of Victor Adding Machine 
Export Co. and vice president of Vamco 
Intercontinental Ltd., wholly-owned Victor 
subsidiaries. 


PB International Division 


Pitney-Bowes, Inc. announced formation 
of an international division and the elec- 
tion of Frederick Bowes Jr. to the new 


4 


Fred’k Bowes Jr. 


James L. Turrentine 


R. Kirk Jewett John F. Robertson 


office of vice president for international 
operations, responsible for the develop- 
ment of all company business outside the 
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The FINEST BLACK COPIES 


will come from your Duplicators 
when you use CODO BLACK-0-GRAPH 


Exceptionally Clean To Handle 


. 
© Leaves No Stains on Hands or Machine 
. 


Easy to Erase and Make Corrections 
Does Not Require Special Fluid or Copy Paper 
Gives Sufficient Copies for Average Requirements 


SPIRIT 


DUPLICATING 


Coda 





Code 


ITy 
Pt % 


Codes 





ODO MANUFACTURING CORP. 


eetsdale, Penna. 


Send us samples of Codo’s Blac k-O-Graph 
Master Units 


~O.~~* MANUFACTURING CORP. NAME 
Factory: Leetsdale, Pa. ADDRESS 


NEW YORK @ PITTSBURGH @ DALLAS @ CHICAGO 
CLEVELAND @ DETROIT @ LOS ANGELES 


CITY 








For More Information Circle No. 210 
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SWIFT 


unIisTrroke 


It is the world’s 

lightest (61% Ibs.) 

and the most inexpensive (99.50) 

adding machine with nine column capacity, 


two-color printing and visible adding dials. 


wk) BS >) & 
in your office, | < home, mf or travelling => 


—you will never be satisfied with any other! 


ADDITIONAL OUTSTANDING FEATURES 
No extra stroke required for totals or sub-totals, non-print lever for calculating—large size 
pica type for readability—short stroke handle for fast (150 OPM), easy operation 


At better Office Machine Dealers everywhere or write for information TODAY. 
SWIFT BUSINESS MACHINES CORPORATION 
GREAT BARRINGTON, MASSACHUSETTS 


For More Information Circle No. 288 
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U.S. With the announcement, Walter H. 
Wheeler Jr., president, named James L. 
Turrentine director of public relations and 
assistant to the president. Elwood M. 
Davis, vice president for sales and service, 
appointed R. Kirk Jewett manager of ad- 
vertising. Mr. Bowes announced four ap- 
pointments within the new international 
division. John F. Robertson is its regional 
vice president for Inter-American opera- 
tions while continuing to serve tempo- 
rarily as manager of export sales, and 
Walter J. Hedley Jr., of the engineering 
division’s market research staff, was named 
assistant to the vice president for inter- 
national operations. K. Campbell Dalglish, 
president of Pitney-Bowes of Canada, Ltd., 
and Sidney T. Roberts, managing director 
of Universal Postal Frankers, Ltd., of Lon- 
don, England, continue to direct their re- 
spective companies which are subsidiaries 
of Pitney-Bowes, Inc., and will serve, in 
addition, as regional vice presidents of its 
international division. 

Mr. Bowes had been vice president for 
public relations and advertising since 
1955. He joined PB as a service mechanic 
in New York in 1930, and has been with 
the company ever since, except for two 
years with the New York advertising 
agency, Batten, Barton, Durstine & Os- 
born, and three years with the War Pro- 
duction Board. Mr. Turrentine joined the 
company in 1947 as supervisor of publi- 
cations, becoming assistant to the presi- 
dent in 1950. Mr. Jewett, a member of 
PB’s advertising staff since 1954, was for- 
merly with the J. Walter Thompson ad- 
vertising agency and the Assn. of National 
Advertisers. Mr. Robertson joined PB as 
a salesman in 1941 and served as Houston 
branch manager before heading export 
sales in 1944. Mr. Hedley joined PB as 
a product research investigator in 1952. 


Bruning Heads Coaters’ Assn. 


The board of directors of the Nationa) 
Assn. of Blueprint & Diazotype Coaters 
elected Herbert F. Bruning, president of 
Charles Bruning Co., as president of the 
association. L. W. Bramwell, president, 
San Diego Reproduction Products Co., is 
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vice-president, and B. K. Elliott Jr., vice 
president, B. K. Elliott Co., Pittsburgh, 
was elected treasurer. 


Acco Appoints Robert Morris 


Gerard D. White, 
president and gen- 
eral manager of 
Acco Products, Div. 
of Natser Corp., an- 
nounced the ap- 
pointment of Robert 
Morris to the posi- 
tion of executive 
vice president of 
Acco Products. For 

the past nine years Mr. Morris has been 
associated with Mueller Co., Decatur, IIl., 
manufacturers of water and gas distribu- 
tion and service products. The last five 
years he held the position of vice presi- 
dent and general sales manager. 


Vari-Typer Vice President 


J. B. Ward, presi- 
dent, Addresso- 
graph - Multigraph 
Corp., and its sub- 
sidiary, Vari - Typer 
Corp., announced 
the election of John 
J. Oppasser as vice 
president, Vari- 
Typer Distribution. 
Mr. Ward said, 
“This marks the en- 
trance of a new and highly promising era 
in the progress of Vari-Typer Corp. Predi- 
cated on past achievement and dedicated 
to future accomplishment, the election of 
Mr. Oppasser will strengthen the corpora- 
tion’s managerial structure, giving added 
impetus to distribution programming for 
full realization of the broadening market 
opportunity which today confronts the 
Vari-Typer product line.” Said L. Deane 
Hall, vice president and general manager 
of Vari-Typer Corp.: ‘“‘The eleva- 
tion of Jack Oppasser takes cogniz- 
ance of the outstanding abilities of a man 
whose vast and exceptional marketing tal- 


John J. Oppasser 


255 








— PERSON 


wii 


«i» —Staplex 


4 Alin 


UM CURE CEL 


Electric Stapler! 


You can't beat STAPLEX for saving time 
and money in today's Business. No other 
machine at any price handles such a huge 
volume of work with so little effort. 


Completely automatic, STAPLEX staples 
instantaneously upon insertion of work. Port- 
able, plugs in anywhere! Perfect split-second 
stapling every time. No tiresome hand or 
foot controls... . Both hands free to work 
with—simple, quick-set accurate adjustment 
up to 4/,"' depth. Uses standard staples. 


Thousands in use in every type of business 
—get a free demonstration of STAPLEX do- 
ing your work, saving money for you, now! 


=Sroplex > oe Ce Tastes? ... 


easiest... savingest way to staple! 


THE <Sfaplex COMPANY 
775 Fifth Ave., Brooklyn 32, N, Y. 


(0 Show me STAPLEX in action! 
(CD Send me further information 
NAME 


For More Information Circle No. 346 








| ents are coupled with proven capacities 


for leadership.” Working in close conjunc- 
tion with Mr. Oppasser in discharging his 
broadened responsibilities will be J. M. 
Lewis, domestic sales manager; S. P. Cox- 
head, director, International Div., and G. 
J. Farmer, sales manager, Foto List Div. 


Vanderhoof Is Bank Director 


Albert W. Vanderhoof, president and 
chairman of Standard Duplicating Ma- 
chines Corp., Everett, Mass., was last 
month elected a director of the Middlesex 
County National Bank. 


New Register Forms Printer 


Star Forms, Inc., 
will begin opera- 
tions next month in 
their all new plant 
at Bettendorf, Iowa. 
Gerald “Jerry” Bost- 
wick, general man- 
ager, said the new 
company will man- 
ufacture a complete 
line of autographic 
register forms and 
will sell exclusively to dealers. Formerly 
vice president of Royal Register, Mr. 
Bostwick has had years of experience in 


Gerald Bostwick 


| this field, and a thorough knowledge of 


marketing requirements. Strategically lo- 
cated, Star Forms will reach any part of 
the country via the 32 truck lines and rail- 
roads that come into the area. Their 
equipment, all electronically controlled, in- 
cludes some of the newest custom-built 
register forms printing equipment avail- 
able. A 50-page catalog, available to deal- 
ers, is devoted exclusively to register 
forms. It contains the widest choice of 
standard body forms and an easy-to-use, 
more inclusive customs forms price list. All 
forms in the catalog have been completely 
redesigned with a modern flair and, accord- 
ing to Star Forms, are easier to use and 
provide more writing space. Forms will 
be printed in Blue Star ink, with black 
ink available on request at no extra 
charge, he added. The versatile printing 
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| = / MODERN MACHINES FOR MODERN BUSINESS 


¢ AUTOMATIC TIME STAMPS 
¢ AUTOMATIC NUMBERING MACHINES 
¢ ELECTRIC QUICK SET NUMBERING 
¢ ELECTRIC DATERS 
¢ ELECTRIC CHECK SIGNERS 
¢ ELECTRIC ENDORSERS 
¢ CHECK CERTIFIERS 


Ajax recording machines and devices record your 
operations . . . Quickly . . . Accurately . .. 
Economically . . . Permanently. Excellent for carbon- 
ized and snap out forms. 


Consult us on any problems 
that have to do with timing, 
dating and/or numbering. 


AJAX BUSINESS MACHINES, Inc. 


112 Magnolia Ave., Westbury, N.Y. EDgewood 3-2111 


For More Information Circle No. 264 














KEY TO MOTOR DEPENDABILITY 
IN BUSINESS MACHINES... 


Special engineering is the key to motor depend- 

ability in business machines... because it assures 

the exact mechanical and electrical requirements for 

the application. This is one of the reasons why more and 
more designers of leading business machines are turning 
to Lamb Electric Motors, which are all specially engineered. 


The Lamb Electric Company, Kent, Ohio 
A Division of American Machine and Metals, Inc. 
In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


mb Electric 





rractionat nonserower MOTORS 


For More Information Circle No. 265 
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How To Get Things Done 
Better And Faster 


SS00R00 MERIT 

SOOUtreuEw ee: 

0 Ca o> we 
eT 


BOARDMASTER VISUAL CONTROL 


yy Gives Graphic Picture—Saves Time, Saves 
Money, Prevents Errors 
- Simple to operate — Type or Write on 
Cards, Snap in Grooves 
z Ideal for Production, 
Scheduling, Sales, Etc. 
’* Made of Metal Compact and Attractive. 
Over 350,000 in Use 


Full price $4950 with cards 
24-PAGE BOOKLET NO. F-100 


Traffic, 


Inventory, 











FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N. Y. 
For More Information Circle No. 349 


NIPPO 
CHECK WRITER 4 


Indelibly prints 
Just the same 

as a big 
machine 

costing up 

to $500.— .*s 











NIPPO MACHINE INDUSTRY CO., LTD. 


Tenjin-cho-Nishi-ku, Yokohama, Japan 











For More Information Circle No. 350 
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equipment provides forms of various sizes 
and punchings to fit every type, make and 
model of register, including forms with 
line hole side punching. For the catalog, 
dealers should Circle No. 173. 


Paterson Ad Director 


The appointment 
of William H. Park- 
inson as director of 
advertising of Pat- 
erson Parchment 
Paper Co., Bristol, 
Pa., was announced 
by A. L. Smith, vice 
president in charge 
of sales. Mr. Park- 
inson, who succeeds 
the late W. H. Enell, 
was formerly associated with H. K. Por- 
ter Co. and served in various executive 
positions with the public relations and ad- 
vertising departments of the parent com- 
pany, Quaker Rubber Div., Disston Div., 
Riverside-Alloy Metal Div. and Delta-Star 
Electric Div. He had earlier been adver- 
tising manager of Conoflow Corp., and 
was assistant advertising manager of L. H. 
Gilmer Co., Div. of U.S. Rubber Co. 


W. H. Parkinson 


Didde-Glaser Appointment 


Thomas F. Swan- 
son was appointed 
sales research and 
promotion manager 
for Didde - Glaser, 
Inc., manufacturers 
of Speed-Klect Col- 
lators and distribu- 
tors for allied graph- 
ic art equipment, 
according to Harry 
Higgins, director of 
sales. Mr. Swanson has been with the 
Emporia, Kan., firm for the past 2% 
years, serving as assistant director of sales 
and in other administrative sales capaci- 
ties. Prior to joining Didde-Glaser, he 
was manager of the Sears Roebuck store 
in Emporia. 


Thomas F. Swanson 
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FREE! ALVIN READY REFERENCE 
CHART with DECIMAL TABLE 


Fully illustrated reference chart showing com- 
plete Alvin line. Includes handy Decimal Chart. 
Tack on wall or file in drawer. See Alvin's com- 
plete line at your dealer or write for Alvin 
Ready Reference Chart TODAY! 
America’s Most Complete Line of: 

e Drawing Sets e Drafting Materials 
e Drafting Instruments e Drawing Equipment 
e Designing Aids e Measuring Devices 








ALVIN & CO., INC. ¢ WINDSOR, CONN. 





For More Information Circle No. 432 


WANT THE BEST FOR LESS? 
Use REPLI-master paper masters! 


Save lots of money for your company 
on direct image offset plates 
REPLICA PRODUCTS 
CORPORATION 
Manufacturers of Offset Duplicating Suppli 
154 NASSAU STREET NEW YORK 34 


For More Information Circle No. 433 


THe Orrice—March, 1959 








THE 


"KOH-I-BALL"' 


.. + the New Double-Ended 
Ball-Point Pencil 


writes RED ¢ writes BLUE 








another Koh-l-Noor exclusive . . . the 
only two-in-one ball point pencil of its 
kind on the market. 


polished brass nose-pieces 
M light wooden barrel 


M full-length red & blue 
ball-point inserts (easily 
replaced with available 
refills) 


Packed either 12 Koh-I-Balls on a display 
card or in a dozen box. 
Retail price 49c 


trade and quantity discounts available. 


Koh-I-Noor Pencil Co. 


Bloomsbury, New Jersey 
For More Information Circle No. 434 


#MT4 
CONFIDENTIAL MAP FILE 


Easiest way to file and find maps, 
blueprints, tracings. Quality metal 
cabinet file with locking doors. 
112 tilting tubes handle 60” prints. 
Tubes indexed for quick location. 
Shipped from stock. 
Patent No. 1610368. Other Patents Pending. 
SCOTT-RICE CO., 610 §. Main, Tulsa 3, Okla 
For More Information Circle No. 435 








FOLDER OVERHANG 

A “must” for . rapid 
fanning, finding, and 
pulling 


ADAPTABILITY 

Shelves are adjustable ver- 
tically to any height for 
records of varying size 


SLIDING REFERENCE SHELF 
Installed any place in range, 
Slides out of the way, when 
not in use 


ime) bal itlelthwa7-\. fe) 3 
No barriers between 
sections of shelving 


ONE CATHERINE ST., 


ONY 2a es ES wa 
OPEN SHELF FILING 


SAVES MORE OF EACH AND OFFERS YOU... 


MDF. 


(MORE DESIRABLE FEATURES) 





Befere you install shelf filing, be sure you know 
the many advantages of Estey, over enclosed and 
cabinet-type shelving. Estey provides all the 
usual features . . . PLUS! . because it is 
designed for filing. 


May we send our catalog describing our great 
variety of standard sizes. 


BS TtlEas 


CORPORATION 
RED BANK, N. J. 


For More Information Circle No. 429 


In only seconds, you 
yourself can produce 
a RENA ADDRESS 
STENCIL, ready for 
printing. Therefore, an 
enormous saving in 
time and money. 
Clean and legible ad- 
dress impressions dis- 
tinguish the world re- 
nowned RENA SPIRIT 
ADDRESSING SYS- 
TEM. 


Chia 


Biiromaschinenfabrik G.m.b.H. & Co., Deisenhofen/Munich, Germany 
Open for active U.S.A. Agents for Rena Addressing Machines and Stencils, 
For More Information Circle No. 430 





Heads Typewriter Division 


W. A. Eiseman, 
general sales man- 
ager, Royal Type- 
writer Div., Royal 
McBee Corp., has 
assumed full respon- 
sibility of that divi- 
sion which comprises 
the sales and service 
of all Royal stand- 
ard and _ electric 
typewriters plus the 
Roytype Dept., typewriter supplies, H. 
Carl Davis, marketing vice president, an- 
nounced. Mr. Eiseman succeeds W. W. 
Pennels who will concentrate on the de- 
velopment of the company’s new program 
for distributors. Mr. Eiseman joined 
Royal in 1938 as a salesman, served as 
branch manager and was appointed to 
an executive position in the home office 
in 1958. 


W. A. Eiseman 


Returns to Globe-Wernicke 


Harry C. Ander- 
son was appointed 
director of market 
and product devel- 
opment of Globe- 
Wernicke Co. of 
Cincinnati, R. H. 
Hammer, president, 
announced. Mr. An- 
derson has been in 
the office supply and 
equipment field 28 Harry C. Anderson 
years, having previously been associated 
with A. B. Dick Co. as vice president in 
charge of sales, and president-owner of 
an independent Dick distributorship in 
New York. He recently resigned from 
Davidson Corp. to return to Globe- 


Wernicke where his career began in 1931 
and for whom he served as general sales 
manager for eight years prior to World 
War II. 


PRE-INFLATION OFFER! 


Vans. TACKY FINGER—2 For $100 


Paper handling, money counting, check sorting, filing, etc. is 
50% quicker, more accurate and sanitary with the new Evans 
Tacky-Finger. Stainless, odorless, greaseless. Replaces sponges 
and finger guards. Enjoy big dividends in efficiency and em- 
ployee morale. Send $1.00 today for postpaid 100-day supply! 


See your dealer or write direct for more information. 


EVANS SPECIALTY COMPANY 
P. O. Box 8128-0 Richmond, Va. 
For More Information Circle No. 389 





The Quik-Stripper 


TAKES PLATES AND CARDS OUT OF 
ADDRESSOGRAPH FRAMES! 


Slide frame over opening 
Plates and cards fall out, slide down chute into waste basket. 


in table-top ot Quik-Stripper. 
Im- 


possible to get grime in hands or ruin fingernails. Work from back 
of frame. Fingers never touch inked plate. Pays for itself because 
of time saved. Models for all styles of frarmes. Trouble free. No 
service problems, Send for circular giving details and prices. 
Specify style of frame to be stripped or send sample. Write Ad- 
dressing Machine Co. of Calif., 667 Mission St., San Francisco 5, 
YUkon 2-2130. Quik-Strippers sold on 5-day approval. 





For More Information Circle No. 390 
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Dyzveo!nelrelantlal> 
tMuminum 
COAT and HAT 

RACKS 


Styled to harmonize with fine - 
pointments, these smart wardrobe 
units are quality built of closed-end 
aluminum tubes rigidly held in cast 
aluminum brackets. Permanently 
beautiful in “‘clear’’ or “gold’’ an- 
odized finishes. Mount at any height, 
on any wall — singly, end-to-end or 
in tiers, to give any desired capacity. 
Brackets adjustable to exact centers. 
Come in lengths by the even foot 
up to and including 8 feet. 


Write for Bulletin DL-10 


3 BASIC SHELVES 


> | 


Shelf No. 21 

has full length Hanger 
Rail extending 11-5/8" 
from wall. 


Shelf No. 31 

has staggered, diecast, anchor- 
style coat hooks instead of Coat 
hanger rail. 


Shelf No. 11 
general utility shelf or for extra 
hat shelf above types 21 or 31 


Packaged—Ready to put up 
Shelve et xed,? ya ‘ 


VOGEL-PETERSON CO. 


1127 W. 37th Street - Chicago 9, Illinois 


For More Information Circle No. 348 


| Norman Hanna Joins Wooden 


Norman L. Han- 
na has become vice 
president of D. C. 
Wooden Co., forms 
manufacturers of 
Kalamazoo, Mich., 
according to a joint 
announcement of D. 
C. Wooden, presi- 
dent, and Mr. 
Hanna. Mr. Han- 
na’s resignation as 
general sales manager of Philip Hano Co., 
Holyoke, Mass., was effective Feb. 15. 
Wooden Co. was founded in 1920, has 
been forms printers for the past 20 years 
and entered the snap-apart and continu- 
ous business forms field some 11 years 
ago. Mr. Hanna stated that the company 
is expanding its plant and, in addition to 
the snap-apart and tabulating forms. 
presses on hand, additional offset litho- 
graphic presses will arrive early next 
month along with litho imprinting equip- 
ment, high speed collators and other spe- 
cialized binding equipment. An art staff 
will assist Wooden dealers in the design 
and sale of snap-apart and _ tabulating 
forms. Mr. Hanna said, “It is my opinion 
that full utilization of the litho techniques 
has never been applied to modern forms 
and the quality inherent in litho produced 
snap-aparts and tab forms has never been 
fully utilized.” Mr. Hanna and his father, 
the late L. R. Hanna, owned and operated 
the former Hanna Register Co. of Indian- 
apolis and pioneered the sale of forms and 
systems through stationers and specialty 
printing houses. Both Mr. Hanna and his 
father joined the Hano organization in 
1939. Mr. Hanna was recently elected 
vice chairman of the Manufacturers Div. 
of NSOEA. 


Norman L. Hanna 


Eastern Stationery Show 

The 3rd Annual Eastern Commercial 
Stationery Show will be held at the N. Y. 
Trade Show Bldg., New York, Oct. 17-20. 
Jointly sponsored by the Stationers Assn. 
of New York and the Metropolitan Travel- 








Adjustable OPNWINBO metal tabs make 
it easy, economical to expand or revise 
your present filing system; start a new 
system; or convert to shelf filing. Avail- 
able in | and 2 inch widths, the tabs 
are complete with clear or colored 
plastic label covers. 

If not available from your dealer, write to 


CHARLES C, SMITH, INC. 


For more than 60 years, a complete line 
of time-saving signals and indexes 


For More Information Circle No. 383. 
Eliminate 
Dangerous, 
Messy 
Wires 


Sissi assay 


Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unobstructive 


in Lengths of 4, 5, 6 and 10 ft. 
No Installation Necessary. 
U.L. Approved 
Write for FREE Circular O-ED59 


CMG INDUSTRIES ° IDEAS, INC 


214 Ivinson Ave., Laramie, Wyoming 
For More Information Circle No. 384 
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MP-Jr. streamlined 


COIN CHANGER 


USED BY 1/3 OF NATION'S 
BANKS 


Makes change faster, 
more easily. Enhances 
beauty of bank. Sturdy 
aluminum with handsome 
hammertone finish.* Re- 
movable tray with inside 
storage box. Ca- 
pacity $125 — 
pennies through 
half-dollars. Size 

8" x 10" x 6". 
Weighs 9 Ibs. 
Rubber feet pro- 

tect counters. 
Trouble free. 
Guaranteed. 


*NOW! 


in choice of 
4 decorator colors: 
Tan, blue, green, and silver-grey. 


Write for descriptive catalogue and nearest dealer 


M, Modern Products... Moderate Prices 


METAL PRODUCTS ENGINEERING, INC. 


Dept. 0, 4000 Long Beach Ave., Los Angeles 58, Calif. 
For More information Circle No. 385 


Today's Fire & Theft Risks 
call for Maximum Security 
SELL SCHWAB PROTECTION 





1316-C T20 1419-C T20 1622-C T20 


SCHWAB SAFES — BURGLAR PROOF CHESTS — 
VAULT DOORS Carry Underwriter's Class A, B, and 
C 120 Label and re-locking device label for that 
extra measure of protection. Our product insurance 
protects your customer. 


Write for information 


SCHWAB SAFE COMPANY 


Lafayette, Indiana 





For More Information Circle No. 386 


263 





WOW-FOLD-O-MATIC 


with new 
ADJUSTABLE CONVEYOR 
AND STACKER 


NEW DESK MODEL FH-5¢ ~~“ 
FOLD-O-MATIC 


ELECTRIC FOLDING MACHINE 
WITH CONVEYOR BELT 
RECEIVING TRAY 


Avtometicelly Folds 120 Sheets per 
Minute (oll populer folds) . . . CON- 

VEYS ond STACKS Foided Pieces! new “SNAP-IN" CONSTRUCTION of $ 

new CONVEYOR ATTACHMENT ¢eokes = end troy permits compect uist 199 Plus FE. 
olded e with posi- Al monvt fomous 

— A Athen mot type or plus ALL THE OTHER EXCLUSIVE EX-  Sicr Dupicorsr, Diagrephy Depliceting 
size of fold. Easily set to exect width ‘RAS that moke FOLD-O-MATIC—now Sapows. Te ¥ ae ~ — Srenelt Dvpli- 
of folded piece . . . “Stop” Wheels more thon ever the world’s finest office . Menvet). 
prevent jomming. folding machine, regordiess of price! SEE THIS ASTONISHING LOW. 
sew DEEPER STACKING TRAY holds SXTRA! Incrocsed-power vniversol moter. AN  =§=COST Automatic “MIRACLE” 
lerger quventity of neatly stocked 

sheets. 


, WRITE FOR 
PRINT-O-MATIC CO., INC. COMPLETE 


724 W. Washington Bivd . Chicago 6, Illinois DETAILS 


For More Information Circle No. 262 


SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING HORDER’S, INC. CARPENTER PAPER CO. 
MACHINES Horder Building Omaha 2, Nebraska 
801 Sixth Avenue Jackson Blvd. at Jefferson Fort Worth, Texas 
New York 1, N. Y. Chicago 6, III. Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 263 


THe Orrice—March, 1959 





ers Club. Co-chairmen are Carl Judkoff 
and Martin M. Moldow. Full informa- 
tion from Eastern Commercial Stationery 
Assn., 485 Fifth Ave., New York 17. 


Tempo Eastern Sales Manager 
Roland J. 


the Milo Harding 
Co. sales office and 
eastern 


Pittsburgh, _ it 


M. Harding, president 
of the firm which 


Roland J. Berry manufactures Tem- 


po Stencil Duplicating Products at Mon- | 


terey Park, Calif. In addition to assisting 
Tempo dealers in the northeastern states, 
Mr. Berry supervises the sales force of 
Milo Harding Co., as well as service to 
all makes of stencil duplicators, in the 
Pittsburgh area. 
in office equipment sales and service in- 
cludes nine years with Monroe Calculating 
Machine Co., nine years with typewriter, 
adding machine and dictating equipment 
companies, and ten years with stencil and 


spirit duplicating equipment and systems. | 


Formerly, he was sales supervisor to Tem- 
po dealers in the midwest states. 


Pen & Pencil Manufacturers Assn. 


Fountain Pen & Mechanical Pencil Manu- 
facturers’ Assn. changed its name to the 


Pen & Pencil Manufacturers’ Assn. Frank | 
“CONVOYS” 


L. King, executive vice president, stated 
that over 350 million ball pens, 40 million 
fountain pens, and 75 million mechanical 


pencils were manufactured in the U.S. | ae 
The association re-elected the | C6P0S! 


last year. 
following officers: Charles K. Lovejoy, 
president (executive vice: president, Scrip- 
to, Inc.); George Bartol III, vice president 
(president, C. Howard Hunt Pen Co.); 
Irving T. Willard, treasurer (president, L. 
D. Van Valkenburg Co.); W. Clarke S. 
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Berry | 
is now permanent | 
sales manager of | 


division | 
headquarters at | 
was | 
announced by James 


His extensive experience | 





| are instantly available. 
In recognition of the changing nature | 
of the handwriting equipment industry, the | 


WHEN QUALITY COUNTS 


Mend it, mount it, bind it, attach it quicker 
more efficiently! Use permanent, water- 
proof, transparent UHU in ag office. 


Order wee your supplier or write to: 
HU Products Corp., 
820 Pn 4 St., New York 14, N.Y. 


For More Information Circle No. 355 


GOT HIGH-PRICED HELP 5 
e LOOKING FOR RECORDS e 


LOW-COST “CONVOY” § 
e STORAGE FILESe 





All your semi-active or inactive records 


What a time and 
money-saver today! 

Rigidized permanent Drawer and Shell 
construction eliminates shelving and costly 
searching (the biggest item). 

All this at half the cost of steel because 
are heavy duty 
corrugated board processed to 
remarkable strength. 

Sizes: letter, legal, 
slip, tab card 
10 others. 

There’s a dealer 
near you — or write 


CONVOY, Inc. 
STATION B, BOX 216-H 
CANTON 6, OHIO 
For More Information Circle No. 356 


check, 


265 





ZIP-O-RITER 


Addresses Directly 
from Card 
Files 


Writes 

Headings On 

Work Sheets 

Accounting & 

Tabulating 

Forms 

INDISPENSABLE FOR 

MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 

S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 


For More Information Circle No. 323 


Wilhelm DreusickesCo KG 


MANUFA g 


YPEWRITER PAR AN ECIALT 
BERLIN W35 LUTZOWSTR 3 
WRITE FOR FREE COPY OF OUR ILLUSTRATED 
CATALOG 





For More Information Circle No. 438 


| Mays Jr., secretary (president, Marshall 
| & Meier Co.); Wilbur K. Olson, chairman, 
' executive committee (patent counsel, W. 
A. Sheaffer Pen Co.). 


One-Time Carbon Mfrs. Elect 


H. A. Myers, vice president, Frye Mfg. 
Co., Des Moines, was unanimously elected 
president of the One-Time Carbon Paper 
Manufacturers Assn. McCluer Brewster, 


| American Carbon Paper Mfg. Co., Chat- 
| ham, Va., 
| Philip O. Deitsch was reelected managing 


was chosen vice president. 
director. In addition to Messrs. Myers 
and Brewster, the following were elected 
directors: A. E. Bollinger, Ault & Wiborg 
Carbon & Ribbon Div., Interchemical 
Corp.; F. B. McFarland, Port Huron Sul- 
phite & Paper Co.; Philip Hano, Techni- 
carbon Co. 


Facit Dealers Contest 


There is no limit to the number of 


| Facit dealers and distributors who can 


win six-day all-expense paid holiday trips 
to Havana, in  Facit’s Havana-Rama 
nationwide sales contest. All the dealers 
have to do is reach their quota. The sales 
tournament, which runs from Feb. 1 
through July 31, was signaled by Karl 
Siewart, president of Facit, Inc., national 
distributors of Swedish-made Facit type- 
writers, calculators, and Odhner adding 
machines. 

Heinz Hellstrom, Pacific Northwest dis- 
trict manager of Facit, Inc., has returned 
from a six-day all-expense paid vacation 
tour of Mexico City awarded to him as 
one of the winners in the 1958 Facit 
nationwide contest. Mr. Hellstrom, with 
other contest winners, visited the newly 
established sales and executive offices of 
Facit’s Mexican company. 


Amberg New York Manager 


Peter W. Amberg is manager of the 
New York office of Amberg File & Index 
Co. of Kankakee, IIl., taking the place 
of P. H. Currier, who is retiring. Mr. 
Amberg is the son of Gilbert W. Amberg, 
vice president of the filing supplies manu- 
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facturer, and great-grandson of W. A. Am- 
berg, founder of the company. Mr. Cur- 
rier has been with the firm more than 25 
years, the last 15 in the New York area. 


Victor Appointments 


Three members of the Victor Adding 
Machine Co. sales organization were ap- 
pointed to new positions. Elmer A. 
O’Brien, former director of sales training, 
is Chicago branch sales manager. Charles 
A. Alseth is direc- 
tor of sales train- 
ing. He was for- 
merly manager cf 
the Dallas branch. 
Martin Gaughan 
has joined the sales 
training depart- 
ment, having pre- 
viously been with 
the national ac- 
counts department. 


Jasper Seating 
General Mig. 


George Mehring- 
er has been pro- 
moted to general 
manager of Jasper 
Seating Co., Jasper, 
Ind., climaxing 18 
years of associa- 
tion with this 
manufacturer of 
wood office chairs. 
He succeeds Au- 
gust F. Krieg, who 
retired after serv- 
ing as general 
manager’ since 
1940. Mr. Meh- 
ringer, who will be 
responsible for all 
areas of operation 
of the company, 
started as _ book- 
keeper and succes- 
sively was cost ac- 
countant and office 
manager. 
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C. E. Sheppard Retires 


Charles E. Sheppard, founder and active 
head since 1900 of C. E. Sheppard Co., 
manufacturer of loose leaf equipment and 
accounting systems, announced his retire- 
ment. Mr. Sheppard, who will be 84 
years old in May, is one of the pioneers 
in the loose leaf industry. His company 
was acquired by Yawman & Erbe Mfg. 
Co. and will continue as a division of that 
company. 


rorce GULUMBIA 


eases tired eyes 
...cuts errors! 


This automatic numbering 
machine prints big +” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 

. consecutive, duplicate, 
repeat action. 


1] 14 ‘ 


For More Information Circle No. 345 





instantly-available 
OFFSET NEGATIVES, 
PLATES, 


STENCILS q 
STOP WASTING time and money! Every 


ane you lose or damage an original, you're 
throwing away a $10.00 average investment. 

With low cost, sturdy MIM-E-O STENCIL 

FILES, you can immediately put your finger 

on a perfect ——_, neg or plate wert 

free from pressu . + protected 

easily filed, poe found. 

There’s a MIM-E-O model for all types 

and sizes, to protect from 150 to 1400 
**investments’’. 

And new SADDLE ENVELOPES hang neg- 

—- plate plus all work sheets in a single, 


compact filing unit ... in an 
MIM O model. . 


SAVE SPACE 


AND TIME with 
EASY-FILE CLIPS and 
_ nee INDEXES 


 MIM-E-O STENCIL FILES CO. 


} 1051 N. Paulina Street @ Chicago 22, Ill. 





| the Xerox process. 
| made in all standard press cylinder sizes 





500 Distributors . . . coast to coast, to help 
you solve your stencil or offset filing problem. 


For More I1formation Circle No. 347 





Addo-x Leasing Plan 


Addo-x, Inc., announced an agreement 
with American Industrial Leasing Co. of 
New York, Chicago and Los Angeles, to 
finance, without recourse to the dealer, 
contracts covering leasing of Addo-x Add- 
ing Machines and Calculators, Adler Type- 
writers and Roneo Duplicators. Complete 
information can be had from Addo-x, 
Inc., 300 Park Ave., New York 22. 


Replica Sales Corp. 


Henry R. Ford, president, Replica Prod- 
ucts Corp., announced formation of Rep- 


| lica Sales Corp. with offices at 154 Nas- 


sau Street, New York. The new corpora- 
tion, with William J. Smith as sales man- 
ager, is exclusive metropolitan distributors 
of products manufactured by the parent 


| company: Repli-Master paper offset mas- 


ters and allied lines for systems use and 
Replica-Masters are 


and can be incorporated in snap-out sets 
and continuous forms. Mr. Smith for- 
merly headed his own company, Smith 
Offset Specialties, Inc., New York. 


Buys Interest in Elliott 


Harmon P. Elliott, president, Elliott Ad- 
dressing Machine Co., and John M. Kings- 
ley, president, Bessemer Securities Corp., 
announced that Bessemer has purchased 


* 


Perry C. Goodrick, former president of Can- 
Pro Corp., was honored at a testimonial din- 
ner in Fond du Lac, Wis., for his 40 years 
with the firm, a subsidiary of J. M. Nash 
Co., Milwaukee. Gifts were presented by 
Herman J. Jongebloed, chairman of the 
board, Victor A. Nowak, president, and Arn- 
old F. Firle, executive vice president and 
general manager. Mr. Goodrick, who retired, 


, is consultant for the corporation. 
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Letterex Corp. executives and 
district managers, |. to r. 
(seated) Paul Galvin, Bob 
Drefs, Alden Bradford, Ronald 
Malley, William Bradford, Let- 
terex president; Harry Obst, 
Jean Riordan, Arthur Grant, 
James M. Thomson. Standing: 
left to right, Edward Wichers, 
Tom Galvin, Nick Giatrelis, 
C. D. Hudson, John Black, 
William Godwin, James H. 
Letcher, David Ecker. 


from Saco-Lowell Shops their 25% inter- 
est in Elliott. Mr. Kingsley, also a director 
of International Paper Co. and American 
Smelting & Refining Co., was elected a 
director of Elliott. 


Macdonald Elected a Director 


Ray W. Macdonald, vice president in 
charge of the International Div. of Bur- 
roughs Corp., was elected a director of 
the corporation, it was announced by Ray 
R. Eppert, president. ‘Mr. Macdonald has 
been a Burroughs vice president since 
1954. 


Underwood Supply Manager 


Morton A. Brown was named market- 
ing manager of the Underwood Corp. 
Supply Division, according to W. J. Cloud, 
product marketing manager. Mr. Brown 
will be located at Underwood's general of- 
fice headquarters in New York and will 
be responsible for developing and expand- 
ing the company’s retail supply business 
through Underwood branch offices and 
sales agents. He will also develop and ex- 
pand a line of supplies to be sold by deal- 
ers, and the wholesale line through inde- 
pendent retail dealers. 


INTERNATIONAL 


has the machine you want, 
when you want it—as you want it! 


Choose from the world’s largest se- 
and 


lection of SELECT ROUGH 
REBUILT Office Machines. 


Most every famous make and model 
can be yours at savings from 40% 


to 60% 


Rebuilt Machines—Guaranteed to LOOK and 


. PERFORM like new. 


Select Roughs- machines complete as to parts and in 

operating condition for quick reconditioning and sale. 
Whether USER or DEALER you buy with confidence plus sav- 
ings at “INTERNATIONAL,” 40 years of reliability. 


Tell us your requirements today! 


A 


ls Uy) 


yy ce ‘© Ye vobia. NCCI Le 
Li 


Department Store of Office Machines 


326 Broadway, New York,NY 
WOrth 2.3200 


Cable: ‘ADDBOOKAL 


For More Information Circle No, 351 
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OFFICE EQUIPMENT MANUFACTURERS & EXPORTERS: 





Increase your business 











win LATIN AMERICA 


NNUALLY the entire Latin American 

continent will absorb a very im- 
pressive volume of your products. There 
are 19 countries in Latin America where 
all the office equipment and stationery 
importers, distributors, dealers and 
larger users receive La OFicina. They 
keep it, refer to it as a guide and refer- 
ence all year long. 


OFFICE 
PUBLICATIONS 
INCORPORATED 





232 Madison Ave., New York 16, New York 


The need for all office products in 
Latin America is increasing steadily as 
business and industry develop. Tell these 
prospects and customers about your 
product in the 1959 La OrFicina. Its 
advertising rates are low—its coverage 
is complete (circulation 11,000). Your 
advertising in LA OFICINA is basic to 
establishing and building a profitable 
Latin American trade. 


a 


icina 


Circulation—11,000 
For More information Circle No, 341 


REVISTA DE 





Thomas Regional Managers 


Howard L. Miller and L. Guy Reny 
have been appointed regional sales man- 
agers for Thomas Collators, Inc., New 
York. Mr. Miller was most recently re- 
gional 
American Crayon Co. Mr. Reny was most 
recently eastern regional sales manager 
for the Photoswitch Division of Elec- 
tronics Corp. of America. The appoint- 
ments were announced by George W. 
Oliver, president. 


New Pitney-Bowes Offices 


As part of further expansion of its 
nationwide field organization, Pitney- 
Bowes, Inc., announced 14 new sales and 


service offices which bring the company’s | 


branch and district operations in the U. S. 
and Canada to 121. The field expansion 
comes as Pitney-Bowes is completing a 
$6,700,090 expansion, renovation and 
modernization of its plant and _ head- 
quarters at Stamford, Conn. The new of- 
fices are in Beaumont, Tex.; Bronx, N. Y.; 
Columbia, S. C.; Baton Rouge, La.; Cor- 
pus Christi, Tex.; Manchester, N. H.; 
Montgomery, Ala.; Raleigh, N. C.; Roan- 
oke, Va.; Orlando, Fla.; Springfield, IIl.; 
Tacoma, Wash.; Evanston, IIl.; and Oak 
Park, Ill. With its additional 182 service 
centers, the company now provides service 
from 303 points in 48 states and eight 
Canadian provinces. 


What Enclosure? 


(Continued from page 158) 
danger of not enclosing what they in- 
tend to enclose. 

2. BE SPECIFIC. List each separate 
enclosure briefly, at the bottom of the 
letter. Just the note “encl.” isn’t enough. 
List each specific item, like “outline”, 
“Smith’s letter”, or “June schedule”. 

3. CHECK BEFORE CLOSING ENVELOPE. 
Just before sealing the envelope, the 
stenographer checks off each listed 
enclosure. 





educational sales manager for | 





ATLAS 


VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


NEGATIVES e OFFSET PLATES 
STENCILS ¢ SKETCHES « ARTWORK 
MASTERS © X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 


20!/2"" wide, 52" high, 28" deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need. 


= ppc Everywhere—Specia!- 
tg Mode: ir ensogragh- Multigraph Agencies 


Write for Complete Catalog 


ATLAS “eo” 


STENCIL FILES CORP. 


16716 Westfield Ave ° Cleveland 10, Ohio 
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RITE-LINE copyvunoiper 


© SAVES EYESTRAIN TAKES COPY UP TO 20” 
© PROMOTES ACCURACY «HOLDS NOTEBOOK 
@ INCREASES PRODUCTION ¢ FITS IN DESK DRAWER 

@ LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 
RITE-LINE CORPORATIO 


aAerilialehiong 





1A r 











PAYCHECK “OUTLOOK” 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's name. 

This improves personnel relations. 
Send for Samples and Prices Today 


NVELOPE CO., Est. 1902 


of “Outlook 


OUTLOOK E 


Jriginator 


Envelope 


1. Ww 
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B AMERICAN SPEED SET 


Gear Construction Numbering Machines 
Model 43 


Wheels engrav- 
ed with figures, 
letters, frac- 
tions, etc. 


Any Number 
Quickly 
Brought Into 
Printing 
Position 


WRITE FOR 
SPECIAL 
FOLDER 


AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 


BROOKLYN 8, NEW YORK 
BRANCH—105 W. MADISON ST., CHICAGO 2, ILL 
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SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 
*"*BUEROMARKT'' (Office Market) general 
guide, semi monthly, printed in GERMAN $8.60 


"DAS RATIONELLE BUERO'' (The Rational 
Office) monthly, printed in German ....$10.25 





These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty St. ° New York 6, N. Y. 
Tel. BArclay 7-9550 
VERLAG PETER BASTEN, Aachen, Germany 
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[Noto Conferener 


Western Joint Computer Conference, Fair- 
mont Hotel, San Francisco, March 3-5. 

Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, March 
23-26. 

National Microfilm Assn., Mayflower 
Hotel, Washington, D. C., April 2-4. 
National Office Furniture Assn., Fontaine- 
bleau Hotel, Miami Beach, May 1-4. 
National Assn. of Credit Management, 

Dallas, May 3-7. 

National Assn. of Educational Buyers, 
Fontainebleau Hotel, Miami Beach, May 
11-13. 

American Institute of Industrial Engineers, 
Biltmore Hotel, Atlanta, May 14-16. 
Insurance Accounting & Statistical Assn., 
Ambassador Hotel, Atlantic City, May 

17-20. 


National Society for Business Budgeting, 


Leamington Hotel, 
21-22. 


Institute of Internal Auditors, Shoreham 
Hotel, Washington, D.C., May 24-27. 


National Office Management Assn., Roose- 
velt Hotel, New Orleans, May 24-27. 


National Assn. of Accountants, Waldorf- 
Astoria Hotel, New York, June 21-24. 


National Office Machine Dealers Assn., 
Netherlands-Hilton Hotel, Cincinnati, 
June 21-24. 


National Machine Accountants Assn., 
Chase-Park Plaza Hotel, St. Louis, June 
24-26. 


National Secretaries Assn., Americana 
Hotel, Miami Beach, July 19-25. 


National Society of Public Accountants, 
Sherman Hotel, Chicago, Aug. 24-28. 


Educational Graphic Arts Exposition, 
Coliseum, New York, Sept. 6-12. 


Minneapolis, May 
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National Assn. of Bank Auditors & Con- 
trollers, Statler Hotel, Boston, Sept. 21- 
aK 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 26-30. 

Life Office Management Assn., Edgewater 
Beach Hotel, Chicago, Sept. 28-30. 

National Business Forms Associates, Chal- 
fonte Haddon Hall, Atlantic City, Oct. 
4-8. 

Systems & Procedures Assn., Royal York 
Hotel, Toronto, Canada, Oct. 12-14. 
Eastern Commercial Stationery Show, 
N. Y. Trade Show Bldg., New York, 

Oct. 17-20. 

Institute of Newspaper Controllers & 
Finance Officers, Hotel del Coronado, 
San Diego, Oct. 18-21. 

National Business Show, Coliseum, New 
York, Oct. 19-23. 

Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 21- 
23. 

Controllers Institute of America, Penn- 
Sheraton Hotel, Pittsburgh, Oct. 24-28. 

American Institute of Certified Public Ac- 
countants, Fairmont & Mark Hopkins 
Hotels, San Francisco, Oct. 24-29. 

American Bankers Assn., Miami Beach, 
Oct. 25-28. 

International Automation Exposition, 
N. Y. Trade Show Bldg., New York, 
Nov. 16-20. 


EVENTS ABROAD 


Milan Trade Fair, Italy, April 12-27. 

Hanover Fair, Germany, April 26-May 5. 

Business Efficiency Exhibition, London, 
England, May 25-June 4. 

Unesco Information Processing Confer- 
ence, Paris, France, June 13-23. 





ADVERTISERS 


Acco Products 

Accountant's Supply House 

Acme Visible Records, Inc. 
Addo-x, Inc. 

Addressing Machine Co. of California 
Addressograph-Multigraph Corp. 
Aigner Co., G. J. 

Ajax Business Machines, Inc. 
All-Rite Pen, Inc. 

Allen Business Machines, !nc., R. C. 
Allied Carbon & Ribbon Mfg. Corp. 
Alvin & Co. 

Amberg File & Index Co. 
American Evatype Corp. 

American Numbering Machine Co. 
American Stencil Mfg. Co. 

Ames Supply Co 

Anken Film Co. 

Apitests 

Arlinaton Aluminum Co. 

Associated Industrial Designers 
Atlas Stencil Files Corp. 


Badger, Inc. 

Baltimore Business Forms Co. 
Bankers & Merchants, Inc. 
Barkley & Co., C 

Basten, Peter 

Beach Publishing Co. 

Bell & Howell Phillipsburg Co 
Bentson Mfg. Co. 
Bevco-Precision Mfg. Co. 
Bohn Duplicator Co. 
Borroughs Mfg. Co. 

Brady Co., W. H. 

Bruning Co., Charles 
Business Electronics, Inc. 


Carteret Printing Co. 

Cashere Corp. 

Catskill Craftsmen, Inc. 
Cel-U-Dex Corp. 

Changepoint, Inc. 

Cincinnati Time Recorder Co. 
Clarin Mfg. Co. 

Clarkson Press, Inc. 

Codo Mfg. Corp. 

Cole Steel Equipment Co 

Cole Steel Office Machines, Inc. 
Collamatic Corp. 

Colonial Carbon Co 

Columbia Ribbon & Carbon Mfg. Co 
Comptometer Corp. 

Continuous Forms, Inc. 

Control Systems, Inc (Plus) 
Control Systems, Inc. (Plus Diehl) 
Convoy, Inc. 

Copy-Craft, Inc. 

Cormac Photocopy Corp. 
Cotterman, |. 

Cromwell Printery, Inc. 


Davidson Corp. 
Dearborn Glass Co. 


Delta Products Div., Air Accessories, Inc. .. 
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Dewberry we 

Dick Co., A. B. ( ffset Duplicator) 
Dick Co., A. B. runeeepier) : 
Dictaphone Corp. 

Ditto, Inc. .. 

Dixon Crucible ‘Co., “Joseph 
Dreusicke & Co. K. G., Wilhelm 


Eastern Fine Paper & Pulp Division 
Eastman Kodak Co. (Recordak) 
Eastman Kodak Co. (Verifax) 
English Numbering Machines, Ltd. 
Essex Systsms Co 

Estey Corp. 

Evans Specialty Co. 

E-Z Sort Systems, Ltd. 


Faber-Castell Pencil Co., A. W. 
Facit, Inc. (Facit Typewriter) 
Facit, Inc. (Odhner Calculator) 
Felins Tying Machine Co. 

Finch, Pruyn & Co. 

Fletcher Paper Co. 

Force & Co., Wm. A. 

Friden, Inc. 


Gates Acoustinet Co. 
eiss-A.merica 

Geist Co., H. E. 

General-Gilbert Corp. 

General Pencil Co. 

German-American Chamber of Commerce 
(Hanover Fair) 

Goes Lithoagraphing Co. 

Graff Co., George B. 

Graphic Systems 

Griffin Mfg. Co. 

Gumption Products Corp 


Haloid Xerox Inc. 
Hanover Pen Co. 

Helier Roberts Mfg. Corp. 
Hey Co., Inc., D. C. 
Heyer Corp. . 

Hill, Inc., R. O. H. 
H-O-N Co. 

Hunt Pen Co., C. Howard 
Hush-A-Phone Corp. 
Hygienic Dental Mfg. Co 


Ideas, Inc. 

Industrial Shredder & Cutter Co. 
Inter-Continental Trading Corp 
International Business Fo:ms, Inc 
International Office Appliances, Inc 
International Paper Co. 

Interstate Metal Products Co. 


Johnson Plastic Tops, Inc. 


Kenro Graphics, Inc. 
Koh-l-Noor Pencil Co. 
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Lagomarsino-FAl .......... 
Lamb Electric Co. .. 
Lassco Products, Inc. 

Lee Products Co. 
LeFebure Corp. 

Letterex Corp. 

Lithoplate, Inc. 


Mac Panel Co. 
Maggie Magnetic Visual Aids Corp. ‘ 
Manpower, Inc. 
Marchant Calculators Division . 
Marginator Co ; 
Markes, O. W. . 
Master Addresser Co. 
Master Products Mf 
Meilink Steel Safe ae 
Metal Products ealeseien, Inc. 
Michael Lith Sales wer. 
Micropoint, Inc. . 
Miller Sewer Rod Co. 
Miller-Trojan Co. . 
Mim-E-O Stencil Files Co. 
Minnesota Mining & Mfq. Co. 
(Magic Mending Tape) 
Minnesota Mining & Mfg. Co. 
(Microfilm Reader) ... 
Minnesota Mining & Mfg. Co. (Scotch Tape) . 
Minnesota Mining & Mfg. Co. Athermo- Fax) 
Modern Business Forms Mfg. Co. 
Monroe Calculating Machine Co. 
(Accounting Machine) 
Monroe Calculating Machine Co. (Calculator) 
Moore Business Forms, Inc. 
Moore, Inc., 4 ; 


Nardon Mfg. Co. . 

National Cash Register Co. 

National Litho Forms Co. 

National Manifolding Co. 

National Office ae Association 
Nebraska Salesbook C ; 
Nettle Mfg. Co. 

Nippo Machine Industry Co., 

North American Philips Co. 

Nu-Arc Co. 


Office Management Assn. of wean 
Office Products, Inc. 

Office Publications, Inc. 

O'Hara, Allen free 
Olivetti Corp. of America ; 
Oravisual Co. 

Outlook Envelope Co. 


Paper Welder, Inc. 

Parsons Paper Co. 

Paterson Parchment Paper Co, 
Photo Materials Co. 

Photostat Corp. 
Pioneer-Toledo Corp. ane 
Pitney-Bowes, Inc. (Folder- inserter) 
Pitney-Bowes, Inc. (Mailing Scale) . 
Pitney-Bowes, Inc. (Postage Meter) 
Pitney-Bowes, Inc. (Tickometer) 
Plain-Vu, Carr Corp. 

Plastic Binding Corp. 

Plastic Letter Industries, Inc. 

Pius Computing Machines Division 
Port Huron Sulphite & Paper Co. 
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5 
138 
77 
124 


39 
183 
13 


Posting Equipment Corp. 
Precision Mfg. Co. ..... 
Print-O-Matic Co. 

Pronto File Corp. 

Pryor Marking Hedscis 


Rapid Roller Co. ...... 

Recordak Corp. 

Regna Cash Registers, 

Remington Rand (Photo Record) ea 
Remington Rand Rapala) : 
Rena Buromaschinenfabrik G.m.b.H. & Co. 
Replica Products Corp. ; 

Reynolds & Reynolds Co. . 

Rite-Line Corp. .. ; 

Roberts Rubber Co., Weldon . 

Rogersnap Business Forms . 

Roll-O-Graphic Corp. 

Ross-Martin Co. .. 

Royal McBee Corp. (Data Processing Div.).... 
Royal McBee Corp. (Royal Typewriters) 

uter Back Cover 
Royal McBee Corp. antyper 159 
Rubbermaid, Inc. .. 


S & M Distributing Co 

Sadolins Inks of Denmark, Ltd. 
Saunders Mfg. 

Schwab Safe .. 

Schweitzer Division, Peter J. 
Scott-Rice Co. 

Scriptomatic, Inc. 
Shaw-Walker Co. 

Sheppard Co., C. E. 
Shredmaster Corp. 

Shwayder Bros. . 

Smead Mfg. Co. 

Smith, Inc., Charles C. 
Smith-Corona Marchant, Inc. 
SoundScriber Corp. 
Speed-O-Print Corp. 

Standard Duplicating Machines Corp. 
Standard Instrument Corp. . 
Staplex Co. 

Stein Bros. Mfg. a 
Stevenson & Smith, Inc. . 
Stile-Craft Manufacturers, Inc. . 
Swift Business Machines Corp. . 
Syntron Co. 

Systematics, Inc. 

Systemation Div. of Ross-Martin Co. 


Tab Products Co. 
Teletype Corp. . 
Thomas Collators, Inc. 
Thomas Collators, Inc. 
Tiffany Stand Co 
Traveletter Corp. 


(Portable Collator) 


UHU Products Corp. .... 
United States Envelope Co. 


Vari-Typer Corp. 

Venus Pen & Pencil Corp. 
Victor Adding Machine Co. 
Vogel-Peterson Co. ...... 


Wassell Organization, Inc. 
Wolber Duplicator & Supply Co. 


X-acto, Inc. 


Zip-O-Riter Products 








Office machine service remains a contro- 
versial problem to plague the office manager. 
Improvement in manufacturers’ service contracts, 
formerly a tough nut with irksome clauses, has given 
way to new problems, one of the results of the seem- 
ingly endless growth of paperwork, 

Many organizations are asking themselves 
whether they should have maintenance contracts with 
the equipment manufacturer or with an independent 
service organization. One complication of the 
latter is that the more efficient and economical 
of them frequently accept only firms with large 
numbers of machines to put on contract. There is 
also the question of which machines to put on which 
service. 

Further, there is a tendency of very large 
organizations to repair their own equipment. The 
high cost of machines and operating personnel make 
it increasingly important to obtain fullest utili- 
zation from each piece of equipment. Contributing 
to this do-it-yourself trend is dissatisfaction 
with what many office executives feel are exces- 
Sively low trade-in values for certain classes of 
machines. 

Careful studies of some larger firms indi- 
cate very impressive savings from their own repair 
facilities. These are extensive to the point of 
repairing the most complicated office machines 
owned by the company, indeed everything not on a 
rental basis. In some cases this has cut annual 
replacement of machines. In the long run, of course, 
these management efficiencies achieve greater work 
output and result in enlarged overall purchases of 
office equipment and supplies, even though specific 
categories may be reduced or eliminated. 


Tue Orrice—March, 1959 





Today’s Paper Work Monster charges you $1.25 
for checking paper work that saves you omy al 


h study compiled by Records Manage: 


DITTO® “automatic” One-Writing S ystems 
do away with this quick-change artist—fast! 


Here’s how. A specially trained DITTO Inc. systems tion. No survey or design expense. From the very 
representative surveys the special requirements first day in operation, the DITTC One-Writing 
of any operation in your business: order- System automatically eliminates ali rewritings, does 
billing, production control, purchase receiving, pay | away with costly errors, saves substantially on time, 
roll, etc. He then custom-designs the DITTO One- work and money. For complete facts, mail coupon. 
Writing Method to the exact needs of that opera- —_No obligation. 


DITTO, INC.,6870 McCormick Rd., Chicago, lil 


© Please send me more information on the DITTO One-Writing System 
© Have a DITTO Business Systems representative contact me 


the helping hand for modern business! City Zone___ State 
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Check your 
typewriters 

against this list of 
Royal advancements 


+) ( y2 lighter touch than any 
~ © standard typewriter, the 
only one with finger-tailored touch. 


| \ inger-form keys cushion the 
fingers, keep them from slipping 
off, assuring speed and accuracy. 


seconds to change ribbons 
‘) without smudging fingers — be- 
cause fingers never touch the ribbon 
in Royal’s Twin-Pak®. No winding. 


eae Gea eaanaea & . 
not make the space bar 200000680086 

skip or jump. And it’s sloped to fit "aneecannanee 

thumbs. errrrry+ytTtTYT 


! (; () words per minute can- 
) 


; nap-out cylinder takes half a 
s second to remove for cleaning or 
changing. No waiting for service. 


y o slant-lines in your letters. Trade in old typewriters on new Royal 
4\ Letter-Setter and Paper Guide Standards! These Royal advancements not 
feed as many as 9 carbons into place. available on typewriters over 5 years old. 
ightning carriage return whips 
4 back at a touch of the positive- 


action line space lever. ays L 
ow many lines to end of page? RUYA 


| ! Royal’s exclusive Line Meter standard 
answers this question. Wiskdle Eenibor One. Typewsuer 


“ cheerful Royal colors in hand- There are more Royal Typewriters in office use 


*) some two-tones match any deco- 
rating scheme. No extra charge. Product of Royal McBee Corporation 


than. any other make. 
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